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Gr007 Names IN INDUSTRY... 


CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you would 
expect to pay for one fountain pen set. 


MORRISTRAY—One of the most functional 
letter trays on the market. Extra sturdy, 
two point suspension allows quick, easy 
access from the entire front and both sides. 
Available in either letter or legal size, 
tiers may be quickly added—removed— 
or combined. 


Bert M. \M\orris co. 


Dept. OM-& 8651 West Third Street 
les Angeles 48, California 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


THERE IS NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point is tested 
and approved at factory 
Sor writeability. 


AVAILABLE IN — GREY — BRONZE — 
WALNUT— MAHOGANY and GREEN 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 


FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office. 


BOOK ENDS — at last- 
inexpensive book ends 
to match modern office 
furniture. 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops a 
paper is used, or standard 
box style. 


MORRISET —The constant 
flowing, finest all - round 
writing implement. Holds 
Full 2¥2 ounces of ink.Choice 
of 5 quickly replaceable 
“thread in™ points-extra fine, 
fine, medium, broad, stub. 


ASH TRAY—A rea! He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 
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cut your office overhead... 


..- if you see the 


dealer who features 


a€ 


The picture shows a portion of an office that is completely equipped 
with Steelcase furniture. Your Steelcase dealer can translate that pic- 
ture into benefits for you. He can show you how Steelcase saves val- 
uable floor space, speeds up work flow, increases efficiency and improves 
morale. Steelcase is more than a name—it’s a principle of efficient 
engineering. Interchangeable, standardized parts provide complete 
flexibility to changing work requirements. Beautiful, modern colors 
and finishes make surroundings more attractive. Everything is de- 
signed for comfort and convenience. Your Steelcase dealer is an expert 
on economical office engineering. See him! Now! 


Vs Look for Sieelcase in the classified \ 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for “Tooling Up Your Office’’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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EVER WALK into a good-looking executive office and secretly 
wish you had one like it? An office that’s efficiently laid out and 
smatt in appearance seems to say “We're successful”, 


Actually, such offices are good investments in both prestige 


and increased working efficiency. For many years, Macey- 
Fowler have been creating fine executive offices for both 
small organizations and the country’s largest corporations. 
Why not discuss your problem with us—or, better yet, visit  /__ 
our new showrooms where you can see “your future ‘a 
office” in our “model room” displays. 


If you can’t visit us in person, we'll be glad to send you 
our handsome illustrated catalog and brochure of model 


offices. Address your inquiries to 
qcey: 10 wl er 


INCORPORATED 
305 EAST 63rd STREET »- NEW YORK 
150 CAUSEWAY STREET - BOSTON 


Fine Executive Furniture in Both Wood and Steel 
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OFFICE 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor oj the “Office of the Year” Awards 


Clover and Bees 


BIGGEST news in the get-the-office- 
away-from-the-city movement is the 
announcement of plans of the Union 
Carbide & Carbon Corp. to buy a 280- 
acre country estate north of New 
York in Westchester County on which 
it will build new executive offices. 

At present the company owns a 
large office building in the heart of 
New York, at Madison Avenue and 
gznd Street, which houses its 2,500 
headquarters employees. 

As our big cities choke themselves 
to death with traffic, and more and 
more people come to live by choice or 
necessity in the suburbs, this trend 
of office location in suburban areas is 
going to spread. We are only at the 
beginning of something which will 
give a completely different aspect to 
the office—in work carried on in park- 
like surroundings with a contented 
staff living reasonably close by. 

There will always be offices in big 
cities and these will necessarily still 
be housed in buildings of the sky- 
scraper type. But there will be many 
office people on that g6th floor who 
will dream of the smell of clover 
and the humming of bees as they toil 
high above the dusty streets. 
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phaey CONTROLLER'S ROLE IN 
ORGANIZATION PLANNING 
OUTLINED BY J. L. BURNS 


Control of an organization—that is, 
making sure actual results conform to 
desired results—involves three basic 
elements, according to John L. Burns, 
co-ordinating partner of Eastern ac- 
tivities for Booz, Allen & Hamilton, 
New York management consultants. 
These three elements, Mr. Burns 
said, are: 1) setting standards of satis- 
factory performance; 2) checking ac- 
tual results to see if they meet these 
standards, and 3) taking corrective 
actions if they don’t. 

Talking on the subject “Organiza- 
tion Planning by the Controller,” at 
the Midwestern conference of the Con- 
trollers Institute held recently in Cin- 
cinnati, Mr. Burns pointed out that the 
controller has a “composite relation- 


ship” within an organization to a gen- 
erally greater degree than any other 
major executive. 

“There are three authority relation- 
ships in most organizations,” he ex- 
plained, “line, staff, and functional.” 
Line authority is the common supe- 
rior-subordinate relationship; staff au- 
thority is one of advice and assistance, 
whereby an assistant speaks not in his 
own name, but by the authority of the 
persons he assists. Functional author- 
ity extends over methods, and not over 
execution. Mr. Burns used the person- 
nel director as an example of a func- 
tional authority. The personnel direc- 
tor “is responsible for wage and salary 
administration but has no authority 
over the people in the plant,” he said. 

Emphasizing the “composite rela- 
tionship” of the controller, Mr. Burns 
stated that all three types of authority 
combine in that position. “The con- 


are you 
really the 
business man 
you think 
you are? 


: Of course you are! You're in- 
ae terested in expanding your 

a business in every way you can, 
you're curious about new 
methods, restless for improvement. These are the reasons why you'll be 
interested in the new VUE-FAX*, the Vertical Visible System designed 
, to outperform any other method in present use for maintaining important 
business records. 


WRITE TODAY FOR FULL INFORMATION ON HOW VUE-FAX* CAN 
oc BENEFIT YOUR BUSINESS THRU LOWER COSTS AND IMPROVED 
Pe. EFFICIENCY! THE RETURN MAIL WILL BRING YOU SOLUTIONS TO YOUR 
7 MAJOR RECORD-KEEPING PROBLEMS! 


2) Soe FASTER FACTS *VIEW CONTROL FACTS 
ee WITH VUE-FAX eit ti 
fe" %' 


wee — - 


ON 


CORPORATI 


the VUE-FAX 


88 GOLD STREET, Dept. A * NEW YORK 38, N. Y. wo" 
Distributed In All Principal Cities 
6 OFFICE MANAGEMENT AND EQUIPMENT 


troller maintains a line relationship 
and therefore has line authority oye 
the members of his own department” 
he said. “He provides advice and ag 
sistance to the other members of top 
management, and therefore bears g 
staff relationship to them. And he pre 
scribes methods of accounting, repor} 
ing, and other procedures, and there 
fore has a functional authority relg 
tionship with all the other members 
of the organization.” 

How well has the controller meas 
ured up to what is expected of him 
Mr. Burns asked. “Research by ong 
firm,” he said, “brought to light such 
criticisms as the following: 

“1. Controllers submit too mamy 
historic reports, te., those which 
merely relate what has taken place, ag 
compared with diagnostic reports 
which highlight the areas where cor 
rective action must be taken imme 
diately. Furthermore, management 
would rather have approximate data 
that is prompt than accurate data after 
it has become too late to be of value, 

“2. Controllers are too negative in 
their approach—too prone to say ‘why 
you can’t’ rather than ‘how you may, 
They are accused of knowing how to 
pinch pennies but not how to spend 
them. The best way to counteract this 
negative approach is to remember that 
big dividends result from offensive, not 
defensive, action. A negative approach 
may help to make some dividends 
larger, or it may help to reduce losses, 
but it will never convert big losses 
into big profits. 


“PRIMARILY A SERVICE” 


“3. Controllers are not willing 
enough to recognize that theirs is pri- 
marily a service function . . . In this 
respect the controller’s title is unfor- 
tunate: he does not ‘control’; he re- 
ports and advises. The operating men 
do the real controlling, if any is done. 

“4. Controllers become inundated in 
their own activity and do not acquire 
sufficient understanding of all the 
functions of a business. This attitude 
arises, no doubt, from the very nature 
of the controller’s place as an internal 
critic of a company’s operations, but 
other executives object that conclu- 
sions drawn from figures alone can be 
misleading. 

“5. Controllers — and this applies to 
all technical specialists—are too ‘jar- 
gonistic.’ All specialists should strive 
to knock the fuzz off their technical 
terms Controllers should not 
underrate the ability of the operating 
personnel to understand figures, pro- 
vided they are presented in simple, 
readable form. 

“6. Controllers do not do a good job 
in selling their ideas. This applies in 
two directions—selling ideas to top 
management and selling ideas to mem 
in the shop... .” 

The speaker then offered a positive 
approach, suggesting ways to improve 
controllers’ activities. He bade com 
trollers to ask themselves ten ques 
tions related to their work. He wished 
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It's here! New Bruning Copyflex 14 


first desk-side machine for copying any size office form! 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping, Reports! 


Now, for the first time, with the new Bruning COPYFLEX 14’s 
greater width—20 inches—you copy any office form in seconds. 

What time you save! COPYFLEX handles paperwork so much faster. 
What efficiency you gain! COPYFLEX eliminates wasteful manual copy- 
ing, lets you use skilled employees for other duties. What money you 
save! COPYFLEX usually is the lowest cost way to quickly make 1 to 
100 copies of practically anything drawn, written, typed or printed on 
otdinary translucent paper. 


ONLY COPYFLEX 14—of all desk-side copying machines—gives you COPYFLEX 14 makes exact, error- and smudge-proof 


1. 20" width! Copies even /arge & 3. Copies even opaque origi- copies . . . delivered in seconds—flat, dry, ready-to-use. 
reports, or two ordinary forms nals or forms printed on both There are no masters or stencils, no inks to soil hands, 


simultaneously. Separates and <e — a s* exclu- no darkroom, no fumes, no special room lighting, no 


Typical COPYFLEX users* reap savings! 


1. COPYFLEX saves life insurance com- 
pany $100,000 yearly via loan proc- 
essing system. . 
2. COPYFLEX saves hardware wholesaler 
$15,000 annually via order-invoice 
system. 

3. COPYFLEX speeds manufacturing, 
stops errors, for large metal fabricator 
via production control system. 

4. COPYFLEX saves national merchan- 
diser $25,000 in six months by cutting 
clerical work in half, producing in- 
voices on time. *Names on request. 


’ returns originalsautomatically. a high-priced operators. Anyone can learn tocopy in 5 min- 
4. Unequalled ea utes. Streamline your paperwork with COPYFLEX. Mail 
3) 2. No installation! No fumes, of speed, volume, low-cost. coupon to Charles Bruning Co., Inc. Teterboro, N. J. 
"so noexhaust ducts are needed. —— J nen Sdy aily, 
The “14” is mobile, rolls to any at an average cost of only 2¢ r — — CHARLES ge ———— INC. = — 7 
work-site. per sq. ft. Dept. T82, Teterboro, N. J. 


Cl Send me free booklet on COPYFLEX 14. 
Mail Now Ser full | (0 Show me CopyFLex in action (no obligation). 


{ 

j B R U N / N G money-saving COPYFLEX story! | Name...... Petree Poor ey MER a aes inees ; 

| COO sas 8 ao se e¥ ne Kanes cnguetersnneds oe | 

Specialists in copying since 1897 | BG. Uso swcdsals avieaces pene ew ene Frueeeene j 
x [4 Lo cca & A ke ARR eae eee 

——= “OFFICES IN PRINCIPAL CiTIES= —— — —™. 
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“The attendance figures 
have just come up...” 


Nowadays radio and TV reporters 
announce the attendance figures early 
in the game ....and not “estimated” or 
round numbers, either. 

There’s no crystal ball or second 
sight required. The figures are correct, 
fresh from the office of the ball park... 
because the tickets are now counted 
accurately on the Tickometer—3500 to 
1000 per minute! 

Hand counting of stubs used to 
take many man hours, but now one 
person and a Tickometer can tally even 


PITNEY-BOWES 


Tickometer 


Counting & Imprinting Machine 
Offices in 93 cities in U. S. and Canada, 


OFFICE MANAGEMENT AND EQUIPMENT 


the largest gate in a couple of hours. 

Banks and hundreds of other types 
of business use the Tickometer to count 
checks, bills, tags, coupons, and job 
tickets, ‘paper forms of every kind 
—eight to ten times faster than 
counting by hand. Whole or 
partial counts are shown on 
visible registers. . .Can be 
equipped to imprint, date, 
endorse, rubber-stamp, 
cancel or code items as 
they are counted. 

The Tickometer replaces tedious 
hand-counting, gets results quickly, 
saves time andmoney ... Rented, never 
sold, the Tickometer requires no 
investment ... is serviced in 93 Pitney- 
Bowes offices. 

Call the PB office nearest vou for a 
demonstration, or send the coupon 
for free illustrated booklet. 


PITNEY-BOWES, Inc. 
2902 Pacific St., Stamford, Conn. 


Send free illustrated Tickometer booklet to: 


Name 


Firm 


Address 


them to decide in their self-examing: 
tion whether they are making “a cogs 
scious effort to learn all the aspectgt 
of their company’s operations; whether, 
they “realize that most record-keepj 
and control reports are only valuable 
when they assist someone else in dg 
ing his job”; whether they give enough 
time and effort to analysis instead of 
merely collecting and reporting data 
whether they attempt to “contro 
items that are uncontrollable.” 

Mr. Burns asked controllers to de 
termine whether they use non-tech 
nical lamguage in their reports and 
“dehydrate” them so that only mean 
ingful and pertinent data is presented; 
whether they consult with executives 
“to learn what they need in the way 
of information, including the non- 
dollar type of information”; whether 
they adapt control methods and rec 
ords to changing conditions, and 
whether they bear in mind “that it is 
people who are important—more in- 
portant than figures, more important 
than control, more important than our 
whole technological system.” 


UNION CARBIDE PLANS 
TO MOVE HEAD OFFICES 
TO WESTCHESTER, N. Y. 


A 280-acre tract of woodland in 
Westchester County, N. Y., may be- 
come the future site of the head offices 
of Union Carbide & Carbon Corp., one 
of the nation’s largest concerns. Sale 
of the land—which is actually the 
estate of the late James Butler, located 
in the communities of Greenburgh and 
Mount Pleasant—hinges upon the will- 
ingness of the two towns to re-desig- 
nate the land “business property” in- 
stead of “residential.” : 


CITY TRAFFIC HELD REASON 


In making the announcement that 
his firm had made a conditional con- 
tract to purchase the estate, UCC 
president Morse G. Dial failed to ex 
plain why the move was being made, 
or when. However, William F. Bleak 
ley, attorney for the Fayroc Realty 
and Construction Co., which is acting 
in behalf of Union Carbide, explained 
that difficulty in getting about in New 
York was the main reason for the 
change. Also, he said, the firm be- 
lieved its employees would be happier 
in the hills of Westchester, than in 
“the canyons of New York.” 

Union Carbide’s head offices are 
presently located in four buildings in 
the general area of 42nd St. and Madi- 
son Ave., New York. The firm has 
2,500 employees in that city, with @ 
total of 65,000 employees and 
plants scattered throughout this coun- 
try, Canada and Europe. 

Union Carbide is the second large 
concern to announce plans for moving 
its head offices to Westchester. Re 
cently General Foods Corp., now lo 
cated at 250 Park Ave., said it would 
move its offices to White Plains early 
in 1954. 
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eo 
ated: No. 890-892 DeLuxe Chair and 2-Passenger Settee—Seat and back | 
Ben fashioned of U.S. Koylon molded foam rubber over flex springs for = = | 
tives super comfort. Foam rubber arm rests. Long-wearing Royalpoint 
way cloth fabric only. 
non- — 
pe the silver satin perfection 
be of hand-finished 
im 
‘tant ROYAL SATIN CHROME 
| our 
It’s new...and so much finer than any metal 
furniture finish you’ve ever known! Our 
, exclusive hand-finished Royal Satin Chrome 
accents the slim, smart lines of sturdy square 
, tubing to bring lasting beauty and prestige 
in ‘ : 
be! —— to every office grouping. Write today for 
fic No. 881-885 Chair and 3-Passenger Sett R bi d i- 
| pos ble seat and back cushions with coil spring construction and any free catalog. 
Sale Royal upholstery. 
the LOUNGE AND RECEPTION ROOM FURNITURE 
ated 
and styled ty 
will- 
esig- 
thed Metal Furniture Since '97 
con- . 
a Royal...your only single source for over 
rade, 150 metal furniture items. 
leak- 
ealty 
“ti 
ined No. 790 Sectional Series—Roll front flex-spring seats and tall flex . ROYAL METAL MANUFACTURING co. 
. pom ex- ri - é e e e 
New spring backs. Center, end and club cnalr ane te any Royal up- M 175 North Michigan Avenue, Dept. 68 ¢ Chicago 1 
= oo ae | New York © Los Angeles ¢ Michigan City, Indiana 
a 4 Warren, Pennsylvania © Preston and Galt, Ontario 
ae if ee me ee ee a me ee ee 
are 
rs in ROYAL METAL MANUFACTURING CO. 
fadi- 175 N. Michigan Ave., Dept. 68, Chicago 1 
has Please send me a free copy of your new office furniture 
th a catalog. 
200 
ou 
7 Firm Name 
jarge Address 
ving 
Re- City. Zone State 
y lo 6 
ould ¥. 
early - = 
Cabinets Folding Chairs 
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METROPOLITAN LIFE TO 
ERECT NEW N. Y. BUILDING 
—CLOCK TOWER TO STAY 


The Metropolitan Life Insurance Co. 
announced recently it would erect a 
$23,200,000 office building in New York 
adjacent to the 50-story clock tower 
which has become a trade mark for 
the firm. The new 13-story structure, 
to be known as 1 Madison Ave., will 
serve as the company’s home office. 
It will replace the 1l-story building 
currently occupying the area between 
23rd and 24 Sts., across from the south- 
east corner of Madison Square Park. 

The clock tower, standing at the 
intersection of 24th St. and Madison 
Awe., measures only 50 x 60 feet at its 
base. It occupies but a small portion 
of the 425 x 197 foot site allotted for 


itself and the new building. Built in 
1908, it has four huge clocks surround- 
ing it, and a set of chimes which strike 
each quarter hour from early morning 
to late evening. 

Dining rooms, shops, a bank, and 
offices will be housed in the new struc- 
ture. It will have a total floor area 
of 1,096,137 square feet, and will be air 
conditioned throughout. 

According to present plans, equip- 
ment and personnel will be moved out 
of the old building as sections are de- 
molished, and transferred back again as 
new sections are completed. Charles 
C. Taylor, president of the company, 
said he had “no idea” when demolition 
or construction would start. 

Lloyd Morgan and Eugent V. Mer- 
oni of New York were named as archi- 
tects of the project. 


Gove up to 3!%of you {lot 


MORE DESK ROOM. Saves 14 to 31% 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


ace 


« 


* sy 


One of several possible 
desk arrangements 
with the new “‘Four- 
in-One”’ Desk Unitizer. 


esk Unitizer 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 
shelves match all desks. Easily in- 
stalled without harm to furniture. 


USED BY LEADING CONCERNS to relieve 
crowded office conditions and keep 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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MAKING STATISTICS USEFUL 
—THE KEY IS EFFECTIVE 
COMMUNICATIONS: MITCHEL, 


Corporate management relies 
Statistics as an instrument of Policy 
formation and control, but to be effec. 
tive, the statistics must be presented 
clearly, properly interpreted, and jp 
proper perspective. It is the job of the 
Statistician not only to gather facts, 
but to communicate his findings to 
layman—in laymen’s terms—according 
to Walter Mitchell, Jr., managing 4j. 
rector of the Controller’s Institute of 
New York. 

Speaking before the Conference on 
Business Statistics held recently jn 
Philadelphia, Mr. Mitchell told his 
audience that effective presentation of 
Statistical matter depends largely on 
cutting away non-significant material, 
“Omission of non-significant facts can 
be as important to the reception of 
your program,” he said, “as was the 
elimination of static in the develop- 
ment of FM radio.” 

The speaker outlined suggestions for 
better statistical understanding on the 
part of laymen. “Talk about people, 
not figures,” he advised. “Don’t talk 
about prices rising or falling, instead 
of the fact that buyers are bidding up 
prices or sellers are cutting them. Al 
most invariably when you encounter 
trouble in stating your results, you will 
find you have been talking about the 
figures instead of about the people 
behind them.” 

Another rule, Mr. Mitchell added, is 
is present results in the order the user 
will employ them. “Time and again,” 
he said, “I have seen published work 
in which the statistician has handi- 
capped his communication with the 
user of his results.” Repeating that 
in presenting results, one should keep 
the reader in mind, he said, “My rule 
in this respect-is simply, ‘Start from 
the user’s viewpoint and work back- 
ward in planning your reports.’” 

As in public speaking—an art which 
the Controllers Institute executive ad- 
vised statisticians to master—it is not 
what one wants to say that counts, he 
emphasized, but what the audience is 
willing to hear. “The average statis- 
tician,” Mr. Mitchell explained, “is so 
absorbed in his figures that he fails 
to watch their reception. Thus he robs 
himself of a valuable gauge as to how 
much detail is needed or wanted.” 


Pitney-Bowes Wins 
Communications Award 


The second annual award of the 
House Magazine Institute for “achieve- 
ment in industrial communication” was 
presented recently to Pitney-Bowes 
Inc., manufacturers of postage meters 
and business machines. Last year’s 
award went to the Standard Oil Co. of 
New Jersey. 

The award was received by William 
F. Bernart, Pitney-Bowes’ executive 
vice-president. The presentation was 
made by David W. Zingg of the United 
Fruit Co., president of the Institute. 
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OFFICE MACHINE STAND 


Absolutely no swing . . . no sway. . . even with heaviest loads. 


vise jaws for holding machiny 
to the stand. ‘ 


MACHINE 


HOLDER extended, 38 wide, 


Height of top from 


1942" deep. 


ENLARGED 
VIEW OF 
SAFETY 


STOP-STEPS 


» Safety and beauty for the most fastidious bank vault. 
In silvertone aluminum or various colors of baked 
enamel. Non-slip steps. It’s glued to the floor when 
you step, yet rolls with the touch of a finger when 
unoccupied. That’s because of the famous Cramer 
“Anchor-Cup” Roller, and the ball bearing casters. 


SPECIFICATIONS 
$S-2 $S-3 $S-4 with Hondroil 
Floor Area...........-.. iat? 2a 62" saee 
4 Top Step Height.... 18” ae 6" 
. Overall Height ...... 21%" a 65%" 


vaults. Just the rooms, voults .. . safety. 
right height. co popular size. ¥ 


CONSTRUCTION ... . precision engineered . . . of steel and aluminum. Safety domes 
on feet with special extrusions that positively lock the stand to the floor when in use. 


MECHANISM ... . finger-tip lever lifts machine stand off domes so that it may roll easily 
on ball bearing casters. This mechanism is built-in . . . completely concealed and protected. 
No projections. Illustrated below is the mechanism of the guard rail, the front view showing 
ind the bottom picture showing rear view when attached 


DIMENSIONS 
“Overall top, with drop leaves 
Center Panel of Top, 
17” deep. 3 
Drop Leaves, 9’ wide, 17°’ deep. 


Overall leg Spread, 21 34°’ wide, 


ow gh Frozen ve . / 
Model SS-2 . .. Model $S-3... + right handrail 3 pestis a 
, 334 \ ideal for bank libraries, stock for additional é 


17” deep. 
20” wide, 


floor, 26°". 


COUPON 


Exclusive “Anchor-Cup” Roller 


bh Se. 


Cramer POSTURE CHAIR CO., Inc. 


1208 Charlotte St. 


Kansas City, Mo. 
1. OFFICE MACHINE STAND OMS-1 TJ 
2. ALUMINUM STOP-STEPS: ss-20J $$-3 
$s-40—} $s-5C__] $S-6 
(Left, right or double Handrail on SS-4, 55-5, SS-6). 
3. EXECUTIVE MODEL 953 a 
WHEN YOU STEP—IT STOPS! 4. SECRETARY MODEL 22-A. Cc 
5. STENOGRAPHER MODEL 22 = 
Locher 6. CASHIER MODEL 2452-RX 
TO THE FLOOR 7. BOOKKEEPER MODEL BK Sy ie 
WITH THE SLIGHTEST PRESSURE 8. FACTORY WORKER MODEL FS-3 
9. CUSHIONS ~ C= 
10. SPECIAL CHAIRS— (exerain 
age! |x |i | penne, 
Rs a B- GZ - 
é 3 fad i900 333 
_ : — » AP EO OE TES ee 
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BOOKS AND PAMPHLETS 


Five dollars can get for the small 
businessman comprehensive advice on 
banking, law, advertising, and other 
commercial matters from twelve lead- 
ing specialists of “big” business. In 
Big Business Methods for the Small 
Business (Harper & Bros., New York, 
323 pp., $5), the counsel of these 
experts is spelled out for him in clear 
question-and-answer fashion. He can 
learn, for example, “what is the best 
way to train people” in a small com- 
pany, what to do “when a labor union 
appears on the scene,” or should one 
pay all bills by check. He can refer to 
other questions by the hundreds. 

The man to profit most from this 
book, according to Robert S. Holzman 
and A. Kip Livingston, its editors, is 
probably one whose business grosses 
over $50,000 annually, but under $2,- 
000,000 or $3,000,000. His capital is 
valued no higher than $750,000 or $1,- 
e 000,000. His employees number any- 
office paperwork where from three or four, to 500. The 

book, its editors say, was not aimed 
at the autonomous entrepreneur who 
“instinctively,” albeit successfully runs 
his own small candy store or gas 
station. 

Editor Holzman is adjunct professor 
of finance at New York University. A. 
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voun Faust Line” 


Wiltshire Modern by Imperial sets 

the style for modern office efficiency 

in many of the smartest-looking offices 
in America's business. 


In addition to the Wiltshire 
Executive desk illustrated, 
this line includes a handsome 
Conference desk, Secretarial 
and Clerical desks, 
Consultation desk and 
modern functional tables, 
mit a bookcases, etc. 


a 
“is 


"\ Your Imperial dealer will be 
He) glad to show you the 
4 . Wiltshire line... and 
aN acquaint you with its 
; many space-saving, 
a work-saving features. 


a 8 4 WRITE FOR Office Planning 
- z , : 

ae Kit, including floor space 

graph, cut-outs for 

furniture and 

decorating hints. 


(imperial | 
desk company 
EVANSVILLE 7, INDIANA 
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Ror Miia Sea Pe oe ca ae a ES 


They ask in their introduction: 

“What is the key capacity that small 
business lacks that big business has?” 

Their answer: “Expert mental ability 
and counsel. 

“The basic objective of this book is 
to show that this expert counsel can be 
applied to the small businessman’s 
everyday activities. The importance of 
planning for insurance, taxes, and per- 
sonnel are brushed aside quickly by 
the small businessman in the daily 
pressure, until suddenly one of these 
factors crashes into importance. Then 
the full import of lack of know-how 
strikes. The small businessman will 
find in this book the means for system- 
atic and up-to-date thinking.” 

According to Mr. Livingston, the 
book was designed to aid those busi- 
nessmen who have not had special 
education, or aren’t trained in theories 
or text-book reading. It is instead, he 
said, an “everyday book,” helpful in 
resolving a particular problem at a 
particular time. Its user need consult 
only that section or paragraph con- 
cerned with his question. 

In line with this, the book spends 
considerable space in defining relative- 
ly elementary terms as balance sheet, 
bill of lading, payee, and the like. 


SPECIALISTS WROTE CHAPTERS 


Each of the twelve chapters was 
written by a specialist in the field 
covered. Chapters and their authors 
follow: 1) Budgeting: B. Bernard 
Greidinger, management consultant, 
and professor of accounting at NYU. 
2) Finances: Howard E. Kroll, of Dun 
& Bradstreet Inc. 3) Banking: Arthur 
J. Morris, Chairman of the Morris 
Plan Corp. of America, and the In- 
dustrial Bank of Commerce. 4): Per- 
sonnel administration: William W. 
Waite, management consultant, and 
associate professor of industrial engi- 
neering at Columbia University. 5) 
Pensions: Gustave Simons, of Simons, 
Schur & Straus. 6) Profit sharing: 
Bernard W. Dempsey, S. J., regent, 
School of Commerce and Finance, St. 
Louis University. 7) Advertising: 
Steuart Henderson Britt, vice-president 
and director of research, Needham, 
Louis and Brorby Inc. 8) Law: Nor- 
man W. Schur, president, American 
Management Council. 9) Insurance: 
Saul Benton Ackerman, professor of 
insurance, NYU. 10) Taxation: Robert 
S. Holzman. 11) Office management: 
Emmett J. Leahy, president, National 
Records Management Council. 12) 
Profit control: Raymond Villers, in- 
dustrial consultant and assistant pro- 
fessor of industrial engineering at 
Columbia. 


A new 8-page pamphlet showing 
how P-A-X automatic electric business 
telephone systems speed operations at 
the Talman Federal Savings and Loan 
Association, Chicago, is available from 
P-A-X by writing their offices at 1033 
W. Van Buren St., Chicago. One of 
the ways this automatic phone system 
keeps Talman’s functioning, the book- 
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In Staff meetings... at their desks in the plant 

..-more and more people help shape management decisions. 

Pertinent information, carried on carbons, up-dates them 
..aids in alert, aggressive management. Yes, more carbon 


copies are vitally important to modern business. 
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A carbon copy that can’t be easily read is use- 
less. Legibility minimizes misreading and the errors in judg- 
ment and action that often follow. Modern business must 
match quantity with quality in carbon copy performance. 


i eccrepeitd ‘carbon paper 


es 


' EGR os ae se s ra a pore , 


Modern business depends on Beautyrite for 
its quality and quantity “musts.” This new Remington Rand 
lightweight Carbon sheet gives you all the legible copies 
you need in one typing. And there’s a suitable finish for ™~ 
every typing job. It’s economical, too, with far greater Qa 
use potential. In short, you just can’t lose with Beautyrite! 


MAIL THE COUPON 
TODAY FOR YOUR 


Remington Rand, Room 2317, 315 Fourth Ave., New York 10, N.Y. 
CJ Please send me thie folder RSC 238 describing Beautyrite 


~ FREE DESCRIPTIVE a i  ~ 
FOLDER ON ~ lwieisdgandas 
“BEAUTYRITE CARBON sy. 
: PAPER, RSC 238. ean 
City. Zone State 
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Office Mana: ement 


-is a “SELLING Natural’ 


THE NATIONAL BUSINESS SHOW . .. October 20-25 at Grand 
Central Palace . . . and the October issue of OFFICE MANAGE 
MENT & EQUIPMENT should be a “must” for every manv 
facturer of office equipment and supplies. 

Whether you plan to exhibit or not at the Show . . . depend 
upon it that the 10,000 important office management executives 
who buy and read OFFICE MANAGEMENT & EQUIPMENT 
as a first guide to more efficient office operation and the pur 
chasing of equipment and supplies .. . the goods you sell ... 
will study and refer to this October issue over and over and 
over again. Before the show . . . during the show .. . and after 
the show, your selling messages about your company and its 
products will be read and acted upon by the men who have the 
buying say in America’s leading business concerns . . . the men 
who will direct the office procedure, space expansion and 
enlargement during the coming year. Plan now to be in this 
all-important issue. Make sure of your full share of the cream 
of office equipment and supplies purchases readers of OFFICE 
MANAGEMENT & EQUIPMENT plan to buy . . . have to buy 
and will buy for 1953. 


Office Management 


AND EQUIPMENT 


THE OFFICE EXECUTIVE'S OWN MAGAZINE 
212 Fifth Ave. New York 10, N. Y. 
SPONSORS OF THE ANNUAL "OFFICE OF THE YEAR" AWARDS 
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BOOKS AND PAMPHLETS 
(Continued) 


let states, is through its office-to- 
files connection, whereby case folders 
are brought to executives’ desks in 
less than a minute, facilitating inter- 
views with patrons and lessening the 
delay for customers still waiting. 


A graphic folder illustrating the fea- 
tures of their new V-Dex file is offered 
by Diebold Inc., Canton, O. Prepared 
in the shape of a V-Dex record, the 
folder describes control factors of the 


Diebold’s V-Dex folder 


file which allow for individual record 
follow-up. According to Diebold, this 
is especially important in production 
and stock control. Quick reference 
and expansion are additional features 
the folder claims for V-Dex. It is 
available free of charge from the firm’s 
sales promotion department. 


The complicated matter of handling 
publicity and the preparation of re- 
lease lists is effectively aided by 
Bacon’s Publicity Checker, published 
by Bacon’s Clipping Bureau, 343 So. 
Dearborn St., Chicago. In this 192- 
page book, 2,272 business papers, con- 
sumer magazines and farm papers are 
listed alphabetically. ‘They are then 
listed in 99 market groups with their 
address, editor, frequency of issue, 
date of issue, circulation, and pub- 
lisher. After each listing in the mar- 
ket classification section there is space 
for record keeping to eliminate the 
necessity of setting up separate card 
files for release lists. 

A practical discussion of how to 
handle editorial publicity in business 
Papers, consumer magazines, and farm 
papers is also included, with a series 
of case studies to show how to break 
down the publicity by market groups. 
Details on how to prepare releases on 
new equipment, new catalogs, person- 
nel news, and letters to the editors are 
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To get rid of that smoky, burned-out 


OFFICE MANAGEMENT AND EQUIPMENT 


COTTON TOWEL SERVICE 


feeling—GO WASH YOUR FACE. 
Snap back to top efficiency with re- 
freshing soap and water and a brisk 
rub with a soft, absorbent cotton towel. 
Rub as long and as hard as you please. 
—you can always depend on cotton 
towels to give you that clean, fresh 
feeling. 


WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 
provide clean cotton towels, workers get added benefits from their rest periods. 
Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 
on the job. 


_No investment required. Get com- 
plete service on a low-cost basis. 
Under "Towel Supply Service” or 
"Linen Supply Service" in the tele- 
phone book, you'll find your sup- 
pliers—call them today! 


Linen Supply Association of America 
and NATIONAL COTTON COUNCIL 


22 W. MONROE ST., CHICAGO, ILL. 
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AUTOMATIC 
SEPARATION 


_.. speeds 
office paperwork 


COPYFLEX 


tells how on Page 7 
TIFFANY STANDS 


for longer life... 


* LOWEST cost ' 


el 


Sturdy Tiffany Stands provide superior protection 

for costly office machines, reduce wear and main- 

tenance costs. Open adjustable top lessens vibra- 

tion, noise and operator fatigue. A firm founda- 

tion for every type of office machine . . . first 

choice of Office Workers and Management 
everywhere! 


LITERATURE ON REQUEST 


TIFFANY STAND co. 


ON SALE AT 
BETTER 
DEALERS 
EVERYWHERE 


BOOKS AND PAMPHLETS 
(Continued) 


discussed along with pertinent sugges- 
tions on handling illustrations. 

The book was prepared by R. H. 
Bacon, formerly advertising manager 
of Fairbanks, Morse & Co. and asso- 
ciate editor of the McGraw-Hill Pub- 
lishing Co. of New York, and the 
Technical Publishing Co. of Chicago. 


Remington Rand’s “Cushioner” 
office chairs are discussed in a new 
folder issued by that company on the 
subject of fatigue reduction. Known 


Subject of 
Remington Rand 
Folder FF-139 


¢ 


simply as Folder FF-139, it is obtain- 
able without charge from the firm’s 
New York offices at 315 Fourth Ave. 

Cushioner chairs, the pamphlet ex- 
plains, are adjustable for individual 


Button, Buttor 
pi 
» 


_..and 1001 other uses, 


From product packaging to 
lading tags, the coin envelope 
by Sheppard. 

All Shepco envelopes—Only Shepco envelopes 


have MINT-E-SEAL® 


the FLAVOR FLAP 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Planning a New England Vacation? 
Write for free Vacation Folder, Dept 116. 


differences, providing support for the 
spinal column and hip bones, and pre- 
venting pressure on nerves and blood 
vessels under the thighs. Shock absorb- 
er action is built into the chairs by a 
combination of foam rubber cushion- 
ing and a resilient spring base, the fold- 
er says. 

Another Remington Rand _ booklet, 
SC-675, deals with burglary protection, 
and ways of reducing theft insurance 
rates. It describes Remington Rand 
money chests—heavy steel boxes rang- 
ing from 175 pounds to over two tons, 
which are equipped with either time 
or combination locks. 


Pressteel Mfg. Co., 800 Bancroft 
Way, Berkeley, Cal., announces a new 
series of catalogs describing their lines 
of lighting fixtures. 

Catalog R-7 covers recessed fixtures, 
and gives pertinent architectural speci- 
fications, candlepower distribution 
curves, and the like. Catalog S-2 de- 
scribes Pressteel’s Swivel Lite series 
of wall and ceiling fixtures, while Cata- 
log A-1 deals with the new Prescolite 
series, plus portable and pin-up fix- 
tures. The catalogs are free of charge. 


A booklet describing the Simplafind 
card finding system is available from 
its manufacturers, Simpla Research & 
Mfg. Co., Inc., 427 Fourth Ave., New 
York. Called Touch a Button—3 Sec- 
onds—Your Card, the booklet explains 
how the system places a particular 
tray of records before its operator 


16 


within three seconds. 


OFFICE MANAGEMENT AND EQUIPMENT 


212 FIFTH AVENUE 


(His business paper . . . of course) 


Do you get more fun fishing for 
facts than for flounder? Many do. 
In your business paper, finding the 
solution to tough problems is good 
sport. And it’s good reading ... re- 
quired reading. Make sure you read 
every issue... both editorials and 
ads. It will keep you one of the Best 
Informed Men in your Field. 


Office Management and Equipment 
The Office Executives Own Magazine 
NEW YORK, N. Y. 

A Geyer Publication 


One of a series of ads prepared by 
THE ASSOCIATED BUSINESS PUBLICATIONS 
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Are you losing money in your 


Your PRESENT OFFICE FURNITURE 
may be costing you money every day. 


GF modern metal business furni- 
ture frequently pays for itself in a 
short period of time by increasing 
the productivity of office employees 
even though they put forth no greater 
amount of human energy. 


Super-Filer — the mechanized file, 
Goodform Aluminum Chairs, cor- 
rectly adjusted to the individual, and 
Mode- Maker desks, properly adapted 
to the job, can frequently be used 
together to show astounding savings 
in dollars and cents, not to mention 
improved employee health and mo- 
rale and increased customer prestige. 


Ten years is the normal period 
during which office furniture is 
charged off as an expense. In that 
period each office employee costs you 


600D metal business 
furniture is @ 
GOOD investment 


©GF Co. 1952 1902 


Office every day? 


an average minimum of $30,000 in 
salary, floor space cost and general 
overhead. Isn’t it a wise investment 
to spend 1% to 2% of that $30,000 
fixed expense to provide good tools 
for your office employees and insure 
a bigger return on your money? 

Usually GF modern metal business 
furniture pays for itself in a short 
period of time and provides big divi- 
dends thereafter. Not the least of 
these dividends is a fine, smart and 
modern appearance that makes you 
and your employees proud to work 
in such an office and favorably im- 
presses your customers. 

Learn whether or not good metal 
office furniture is a good investment 
for you. Call your GF distributor for 
the facts or write The General Fire- 
proofing Company, Department 
0-8 . Youngstown 1, Ohio. 


1952 


FIFTY YEARS OF PROGRESS 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
OFFICE MANAGEMENT AND EQUIPMENT 
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Transcontinental chooses BIGELOW! 


The carpet pictured above, Bigelow’s White Sonata, 
is only one of several ordered by Transcontinental 
Gas Pipeline Corp. for its handsome offices in 
Houston, Texas. 


This carpet, with its rich, thick pile, insulates, 
absorbs sound and creates a mood of luxury. And 
its sturdy, resilient yarns offer extraordinary wear 
and economical upkeep. ' 


Bigelow offers you a far wider 
choice of decorator colors, fash- 
ioned patterns and luxury textures 
than ever before . . . styled and 
priced to meet any office require- 
ment! 


So why not contact Bigelow’s Carpet Council — 
to help you solve your floor covering problems? 
This council will gladly work with you, your archi- 
tect or your decorator to find the carpet most suit- 
able for you—and your budget. 


No Charge For This Service! Just write to Bigelow 
Carpet Council, at your nearest sales office. Your 
inquiry will receive prompt attention. 


BIGELOW Rugs and Carpets 


Leaders in the development of home and commercial floor covering since 1825. 


Bigelow sales offices are located in the following strategic cities: Atlanta, Ga.; Baltimore, Md.; Boston, Mass.; 
Buffalo, N. Y.; Chicago, Ill.; Cincinnati, Ohio; Cleveland, Ohio; Columbus, Ohio; Dallas.Tex.; Denver, Col.; Detroit, Mich.; Indian- 
apolis, Ind.; Kansas City, Mo.; Los Angeles, Calif.; Milwaukee,Wisc.; Minneapolis, Minn.; New York, N.Y.; Philadelphia, Penna.; 
Pittsburgh, Penna.; St. Louis, Mo.; Salt Lake City, Utah; San Francisco, Calif.; Seattle, Wash.; Hartford, Conn.; High Point, N.C. 


OFFICE MANAGEMENT AND EQUIPMENT 


Carpet Installation handled by the Contract Dept. of Joske’s of Houston. 
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OFFICE 


MANAGEMENT 


EDITORIAL 


not the heat, but the stupidity 


August, 1952 


OVER most of the United States this past month there have been spells of very 
hot weather in which many offices closed early. This is no news, of course, nor 
is the fact that these necessary early closings raised the blood pressure of large 
numbers of office bosses. 

It would seem that the organization of office work in such a way that the office 
can adapt itself to unpredictable emergencies is still an uncommon achieve- 
ment. “The work must be done!” is the slogan of many a distraught depart- 
ment head who would roll the climate of July back to that of December, as 
King Canute tried to do with the waves. Somehow the work does get done, 
even though the office boys and girls flee the premises at 3:30 for a home shower 
and a cool drink. It gets done, however, with practically no tumult, nor exaspera- 
tion, nor bad feeling in those offices which have not wrapped themselves 
tightly around with rules and regulations and where the concentration is on 
the main objectives of the work to be done rather than on the details of doing it. 

Happy the executive who can sit at his own clean desk on one of those hot 
days before he himself takes off for a shower and a drink, reflecting on the 
intelligent approach to accomplishment which that office has where the 
work plan is a flexible and powerful tool which takes tasks alloted to it in 
its stride, instead of a ponderous, complicated machine which has to be 
dismantled and rebuilt with every little emergency. 

Despite its boasts of efficiency, the American office still has not altogether 
gotten rid of the old-fashioned idea that people are idle unless they are ob- 
viously working at something. Something must be going on all the time, and 
thinking and planning are, unfortunately, not visible operations. A bustling 
office gives the impression of efficiency, even though the bustling may arise 
from some trifling project. 

With a well-thought-out plan that discriminates between the important and 
the unimportant, all days are cool and calm days in the office! 
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David Sarnoff 
Chairman of the board, Radio 
Corporation of America 


SCIENCE, through research, has a unique way of 
edging up to an existing industry or business to com- 
pletely revolutionize routines and operations, to in- 
crease their safety and productivity and to provide a 
better return for labor on its effort and for capital 
on its investment. 

We in the field of radio consider electronics per- 
tinent to the future of every business. 

It is now feasible to combine the automatic devices 
which have been developed for radio-television to 
form a complete electronic accounting system for even 
the largest business organization. Such a system would 
provide for the translation, storage, computation, 
processing, and printing of pertinent facts and infor- 
mation. 

The burden and cost of record keeping and of 
clerical work have increased tremendously over the 
years. At present it requires nearly as many people 
to do the nation’s paper work as it does to grow all 
the crops and to care for all the farm animals in the 
United States. About nine million persons, or 16 per 
cent of the working population, are engaged in clerical 
work. Most of these people perform tasks involving 
the entry of figures in books and ledgers and operation 
of mechanical machinery for processing information. 
This is a continuing job that must be done to keep the 
wheels of our economy turning. 

In addition, there is another need that must be met. 
As the economy becomes more complex and the prob- 
lems of business administrators increase, the need for 
prompt information becomes more pressing. 

Present systems are too costly and too slow. More- 
over, these systems cannot provide today’s information 
on today’s situation. Those responsible for making 
major decisions all too often find that they must shape 
tomorrow's policy on the basis of statistics which are 
weeks or months out-of-date. 

Where millions of individual transactions are in- 
volved, the need for collecting and processing vast 
amounts of information increases enormously. 

Through the development of electronic computers 
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ELECTRONICS 


A future office where complex data will be 
processed and problems solved at uncanny 
speeds is envisioned by this radio and tele- 
vision pioneer—an efficient place where 
“one error in many billions of transactions” 


will be considered a rarity 


From an address by General Sarnoff before the convention 
of the Insurance Association of America, Hot Springs, Va., 


May 28. 1952 


a major step has been taken toward solving the prob- 
lem of processing the information accurately and 
speedily. The next step is to improve the present 
methods for collecting facts and statistics upon which 
many business decisions must depend. 

An electronic system can select from an enormous 
mass of data the information that is pertinent to the 
solution of a particular problem. In effect, one can say 
to the machine, “I want a report on those areas in 
which our sales quotas have fallen short by more than 
20 per cent.” And the machine will provide it ina 
few minutes. Also, it will go on from there and pro- 
vide whatever else the collected data can reveal. 

As insurance executives, therefore, I believe you will 
find the electronic computer most interesting among 
the many new electronic developments now under way, 
since it holds tremendous promise for use in the con- 
duct and simplification of your business. 

Through man’s inventive and engineering ingenui- 
ty, electronic computers have been made to add, sub- 
tract, multiply and divide. Besides, they can memorize 
the results of these operations in such a manner that 
they are immediately available for another operation. 
There is eve ry promise that these electronic systems 
can graduate from high-speed simple arithmetic to 
high-speed reading and writing too. 

The information that we compress today on punch 
cards will be further compressed by storing the neces- 
sary figures and words on magnetic tapes which can 
be scanned at the speed of many thousands of words 
a minute. 

Methods of rapidly double-checking the results of 
the computer are being developed with success so that 
one error in many billions of transactions should be a 
rarity. This increase in efficiency and drastic reduction 
in time and labor can result in economies of startling 
proportions. 

Since a computer's output, in its raw state, is in the 
form of electronic pulses, there are also possibilities 
for relaying these pulses simultaneously to remote 

(To page 70) 
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in the Office 


Many problems still prevent electronics from 


becoming the office manager’s obedient tool. 
contends this president of a leading office 
machine firm. We must realize its limita- 


tions, he warns, and evaluate its cost with its 
results to be practical about it 


From an address by Mr. Coleman before the first national 
convention of the National Machine Accountants Associa- 
tion, Minneapolis, Minn., June 19, 1952 


THE over-riding question in this whole matter of 
ofice equipment must inevitably be this: Will it pay 
for itself? I have learned from many years of experi- 
ence as a salesman that the old slogan in our industry 
is true: “A customer will never buy an office machine 
unless he is convinced that he cannot afford to do 
business without it.” Thus, if we are to be objective 
and realistic in our approach to the application of 
this new science to office problems, we must evaluate 
cost in relation to the results to be achieved. 

Permit me to discuss this subject, therefore, strictly 
from that practical viewpoint: a viewpoint that ac- 
cepts the fact that electronics can be put to work in 
the office; a viewpoint that seeks the answer to but 
one question: What are the practical considerations 
involved in the further development of this new art? 
What are the problems we have yet to face? 

There is ample evidence in the program of this 
convention of the continuing active interest of the 
ofice equipment industry in the intriguing prospect 
of putting electronics to work effectively in the office. 
There can be no queston about the diligence with 
which the manufacturing companies are pursuing their 
investigations, or the energy with which they are at- 
tacking the barriers which at present stand in the way 
of a final answer to the problem. It is these barriers 
which I would like to examine with you. 

Allow me first to consider this matter of suitability. 
As I said earlier, the majority of electronic computers 
completed to date were designed, not for business 
use, but for scientific use. Improvements, new ideas 
for business adaption are coming along all the time; 
but for all practical purposes, we are still working 
with essentially the same computer components that 
were developed for the solution of mathematical prob- 
lems. It is entirely possible that a computer built 
for a physics laboratory is not, per se, the answer 
to the prayer of an office manager. ‘True, at many 
points, the underlying principles of both types of 
work are similar. More than that, bookkeeping prob- 
lems are far less complex than those of the physicist. 
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John S. Coleman 
President, Burroughs Adding 
Machine Company 


But there are important differences, and these have 
given rise to a legion of provoking technological 
problems. I believe this will become clear if we look 
again for a moment at one of these electronic com- 
puters and the work it now performs so satisfactorily. 

Generally speaking, all these machines consist of 
three basic components. An input unit—through 
which the problem and the instructions for solving 
it are introduced. At the other end, an output unit 
which prints up the answer in legible form. And in 
between, the heart of the machine itself. This also 
consists of three parts. First, a memory, in which 
is stored, for ready reference, mathematical tables, 
data of various kinds, and partially completed answers. 
Second, a computer, which does the arithmetic work. 
And third, a control unit, which receives the orders 
for programming the various procedures, and tells 
the other two units what to do. 

If you will think back to the days when we were 
all struggling with mathemetics, I think you will 
remember that the questions and answers themselves 
were deceptively short and simple. In college, what 
filled up our wastebaskets were the notes, the jottings, 
and the figuring work that inevitably came in between. 
The same seems to be true with the most high-brow 
problems of astronomy, or those involved in designing 
a missile whose speed breaks the sound barrier. In 
other words, the mathematics of science and engineer- 
ing involve a large amount of computation sandwiched 
between short questions and short answers. So it 
follows that the electronic computer, with its relatively 
simple input and output mechanizations, and _ its 
larger, more complicated internal components, is ideal- 
ly designed for this kind of work. 

Now, if we think of almost any clerical duties, 
it will be clear that the proportions are reversed, The 
figuring work incidental to a sale is neither lengthy 
or complicated. It is largely a matter of simple arith- 
metic. The headaches occur, first, in gathering from 
a number of sources the information on which the 
figuring depends; secondly, in entering the results 
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on all the necessary records. So here we see that the 
volume and the complexity are concentrated in han- 
dling the questions and answers—not in the compu- 
tations in between. If the electronic computer is to 
be adapted to clerical use, therefore, the input and 
output mechanisms must be greatly amplified, and 
the computing mechanism appropriately cut down 
in size—and, I might add, in cost. 

This input-output question is rather a touchy one— 
even in mathematical work. Unfortunately, none of 
these machines has yet mastered our mother tongue; 
they deal in a strange lingo of signs and symbols that 
has to be recorded on magnetic tape, or some similar 
medium. This requires a mechanical means of coding 
input instructions and data, and decoding the output 
answers. 

While the internal components do their part with 
incredble speed, the input and output processes are 
both exasperatingly slow. It’s a little like the old 
indian definition of skiing: “Climb big hill—whoosh— 
then walk a mile.” 

From a business viewpoint, we gain little by the 
“whoosh.” Our problems and our expense are centered 
in the big hill and the mile walk—a large volume of 
sales, perhaps, all occurring simultaneously, all re- 
quiring, at one end, reference to a number of different 
records; all requiring at the other, the entering of the 
transaction in another assortment of records. 

Of course, scientists in our laboratories are working 
hard to overcome this difficulty, and significant strides 
have been made in the right direction. 

My company, for example, has had some success 
in the laboratory in designing equipment that will 
automatically pick up information and introduce 
it into the computaton process without the aid of a 
human agency. But it has a long way to go before 
it will be commercially practical. 

On the output side, we have a machine capable of 
printing 2,000 lines a minute. While even this speed 


Brown Bros., N. Y. 


does not match that of other components in the ele¢. 
tronic computer, it is probably fast enough for most 
purposes. But though these devices work in the labo. 
ratory, there remains much to be done before they 
can function reliably and economically under busines 
conditions. 

The successful operation of an electronic computer 
depends on a design which provides for all procedures 
and all alternatives. We must remember that it has 
no imagination, no common sense. If a computer 
could jump, it might easily hurdle a skyscraper, only 
to balk at a toadstool—unless it had explicit instrue 
tions for both. So you cannot say, as you would to 
a human being, ‘““Look—here’s the general idea. Here 
are a few concrete examples. Now, use your own 
judgment.” The electronic computer has no judg. 
ment. The first variation from instructions, however 
picayune, will throw it off. 

Now, inherent in ali business is the necessity for 
random access. Customers will not line up in alpha 
betical order. Their preferences, their buying habits, 
their paying habits, can never be regimented or com- 
pletely foreseen. There is a familiar ring about the 
woman who wants an itemization of a three months’ 
old bill—or perhaps it was four months old—and she 
isn’t sure whether it was in her name or her husband's; 
and on second thought, she couldn’t quite remember 
at which of two addresses she had received it. 

Hundreds of gnat-sized annoyances such as this form 
part of the daily routine of any business. ‘They cannot 
be fully anticipated. They require only two things, 
really: a little imagination, plus a little common sense, 

We might as well face it. This phase of business 
operation is simply not one of those which lends 
itself to machine application. 1 do not say that a 
machine cannot be made to do, say go% of it. It can. 
But only under highly specialized conditions wouid 
it be able to supersede human effort completely. And 
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Bookkeeping before the machine age 
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At last year’s winning offices 


“Office of the Year” Awards for 1952 


Soon to be released to the readers of Office Management and Equipment 
will be the names and locations of offices winning our 1952 “Office of the 
Year” Awards for outstanding design and layout. 

These Awards, based on a poll now under way among members of 
the American Institute of Architects, American Institute of Decorators, 
and the Association of Consulting Management Engineers, will go to two 
offices—one with more than 500 employees and the other with less than 

that number—completed between July 1, 1951, and June 30, 1952. 
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What does a modern office cost? 


First of three articles based on an address, “The Factors Involved in Office 
Design,” at the recent International Lighting Exposition in Cleveland 


By HOMER B. HARRISON 


of Kenneth H. Ripnen Co., Inc., 
New York 


WHAT ARE THE FACTORS involved in the crea- 
tion of a really modern office—an office of today? 
What does such an office cost? 


There is no one who would not gladly exchange an 
office of yesterday for one truly reflecting the marvel- 
ous advances in office design, construction, and equip- 
ment which result in the ideal office of today. But 
there is a feeling that the creation of such an office 
is an expensive proposition and that such an office 
is a luxury available only to relatively few out of many 
organizations. 


The fundamentals involved in office design can be 
quickly enumerated. They are: 

(1) Office layout (involving planning and stand- 
ards). (2) Lighting. (3) Partitions. (4) Air-condi- 
tioning or ventilation. (5) Under-floor ducts. (6) 
Floor coverings. (7) Acoustical treatment. (8) Paint- 
ing. (g) Furniture and equipment. (10) Service fa- 
cilities. (11) Decorations (involving color, venetian 
blinds, draperies, and other elements of a decorative 
character) . 
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Here, then, we have it—all the eleven factors in- 
volved in office design. The kind and degree will 
make your office an office of today—a better office for 
better office living. If this is a good thing, then why 
don’t we all have this kind of an office? Is it the cost? 
What kind of money are we talking about? 

In industry, the capital investment in tools for each 
worker averages about $8,000. Management has 
learned that with better tools, the worker produces 
more work and better work—and produces it at lower 
cost. And the worker takes more interest in his work 
when he is provided with the best tools and a pleasant 
environment. 

I do not like to quote figures and statistics, but to 
illustrate how comparatively small is the cost of the 
office of today, I am obliged to cite a few simple cost 
figures. 

Every one of the factors involved in office design, 
with the exception of air-conditioning—and of such 
quality and kind as to provide the very best of every- 
thing to make the office of today—can be provided 
at today’s costs in New York City at about $11 per 
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square loot in offices of 50,000 square feet and up. 
This is an over-all average cost and will include the 
top level executive areas as well as work areas and 
service facilities. On a 10-year lease, this is a capital 
investment, disregarding interest of about $1.10 per 
square foot per year. 

Let’s keep that figure in mind for a moment— 
$1.10 per square foot per year to provide the physical 
environment and up-to-date furniture for each em- 
ployee. 

There are three principal factors that combine to 
make up the cost ol operating an office: 

1. Employees’ salaries, including fringe benefits 

g. Rent 

g. Capital investment in the eleven factors of office 

design already mentioned 

In the last National Office Management Association 
salary survey, salaries for the vast majority of office 
workers—clerks, typists, accountants, secretaries, and 
so forth—ranged from $38 to $80 per week. For the 
purpose of illustration, let’s assume an average of $60 
per week, or $1.50 per hour on the basis of a 40-hour 
week. 

Now, as lor rent, in New York and Pittsburgh, $4 
per square foot would be considered a fair average: 
but you may do your own figuring and use any rent 
you wish. The number of square feet of space that 
will be allotted per person will probably be from 
bo square feet to 100 square feet—let us say 80 square 
feet. But again, you may use any figure you wish. 
Now 80 square feet per person at $4 equals $320, 
which reduces itself to an hourly figure (using 52 
weeks and 4o hours per week) to a little more than 
15 cents—let’s say 16 cents. 

The physical environment cost at $1.10 per square 
foot for 80 square feet would amount to $88 per year, 
or an hourly cost of 4.2 cents. And, if the costs for 
air-conditioning are to be added, even at the highest 


cost of installation we have heard of, the hourly cost 
per employee using 80 square feet would only be 
another 4 cents. 

Here you have in perspective the three major factors 
in office costs, reduced to an hourly basis— 


Salary .. se aes Rd 3 ee 
Rent ey ey eee 5 aden, Se 
Environment and furniture......  .04 


Air-conditioning ¥ re 

Do you think it would be worth spending 4 cents 
more on top of the $1.66 for salary and rent to give 
your employees the best in lighting, under-floor ducts, 
acoustical treatment, and all the necessary service 
elements and other factors in office design—and an- 
other 4 cents if your building is not already air-con- 
ditioned? These 8 cents per hour represent about 
5°, of the salary. : 

’ We know that you can attract a higher quality of 
personnel, have a lower labor turnover, and have 
more contented employees who can be proud and 
boast about the lovely place in which they work, if 
you invest this additional 4 cents or 8 cents per hour. 

The office manager knows that his production will 
be higher—through producing more work with the 
same number of personnel, or the same amount of 
work with fewer personnel in an office that is up-to- 
date ...an office of today! 

And the building owner and building manager 
should know that the more offices of today he has in 
his building, the higher will be the prestige of his 
building, the greater will be his profits, the higher 
the valuation on the property, and the higher the 
price he can get if he decides to sell his building. 

Any good business man will invest $1 if he can 
get back $1.10. Here is your office of today—all to be 
had for 8 cents per hour per employee! 

Most of these cost figures I have quoted are from 
case histories in the office files of my company. 


The second article will appear in an early issue 


A best-seller in 1870, when decorative trim- 

mings and elaborate artwork were the vogue 

on safes, and modern “A” label record safe. 
(Mosler Safe Co., Hamilton, Ohio.) 
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Lower diagram is of lower floor of penthouse: A, elevators; B, reception desk; C, the president’s office; D, president's 
private elevator to lounge; E, terrace; F, conference room; G, executive offices; H, stairwell; I, large conference room; 


ee ae 


J, architectural drafting room; K, offices, photo lab., etc.; L, president’s lounge. Photo shows the lounge over the 
reception area. A graveled walk leads from lounge to upper floor offices. 


An Office in the Round 


New offices of Webb & Knapp, Inc., hailed as proof that 
glamour and sound office design can go together 


By H. K. DARBY 


A CLIMAXING achievement in the building remodel- 
ing program at 383-385 Madison Avenue, New York, 
are the new offices of Webb & Knapp, Inc., nationally 
known real estate development concern, whose duplex 
penthouse space manages to suggest the ultimate in 
office planning and equipment design while at the 
same time reflecting the gregarious personality of 
William Zeckendorf, president of the firm. 

Mr. Zeckendorf, the real-estate genius who owned 
the land that finally became the site of the United 
Nations, and whose glittering performance in the 
realty field has placed it in a new and more exciting 
perspective for most people, has an imposing office 
of circular design set down in what seems to be an 
acre of reception space on the lower floor of the 
penthouse, just a hop and a skip from the elevators. 
This placement in the forefront of the phalanx of 
Webb & Knapp executives rather than in the conven- 
tional screened position to the rear is pointed to as 
the prime manifestation of a policy of accessibility ob- 
served by all company executives. 

In line with such a policy was the conviction ex- 
pressed by Webb & Knapp architectural people that 
the offices should be “in the best sense a ‘home,’ pro- 
viding for its inhabitants those satisfactions to the 
mind and spirit, as well as to the body, which men 
and women would like to find in their working en- 
vironment. 

“In the spatial planning, selection of materials, and 
design of furnishings for these offices, this purpose has 
been uppermost in our minds,’’ they said. 


I. M. Pei, a brilliant young Chinese-born member 
of the Webb & Knapp architectural staff, and a prod- 
uct of Harvard and M.I.T., is given full credit for 
the job, but people who know Mr. Zeckendorf are 
perfectly willing to believe that he had more than 
a nodding acquaintance with many of the ideas 
developed. 

Crowning the whole effort is a semi-circular lounge, 
separated from the offices on the upper floor of the 
penthouse. This small, independently constructed 
building is glassed from ceiling to floor, and reached 
by a self-service, stainless steel cylindrical elevator. 
This is Mr. Zeckendorf’s home at the office, an aerie 
remindful of a lighthouse that has lost its tower. Such 
a comparison fades, though, once one enters the 
lounge. In the living room, chairs richly upholstered 


A view inside the lounge 
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Mr. Zeckendorf sees this. Exotic flowers are flown to New 
York each week. Circular office has special sound con- 


ditioned walls of perforated wood. 


in black velour go with white chenille carpeting and 
rich wood to form a harmonious unit. 

Other features are an acoustically treated ceiling, 
modern incandescent recessed lighting and lamps, a 
continuous heating unit that travels the arc of the 
living room windows about two feet above the floor, 
thereby acting as a safety railing—and a large cylin- 
drical cabinet which turns out to be a bar. Aside 
from the expected contents, this fine Thuja-burl ven- 
eered piece holds a set of china, glassware, table linen 
and waiters’ coats. About all that need be said of the 
bathroom is that the sink and the wall are tiled in a 
Venetian glass mosaic tile used here for the first time. 
A stainless steel Pullman kitchen is equipped to turn 
out complete meals. A cook and a waiter divide their 
time between this kitchen and a larger one in the 


A night view of the terrace 


Below: Files are signed for, handed out through window. 
NO VISITORS! 
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offices proper, where weekly lunches are prepared 
for the Webb & Knapp executives. 

All in all, Mr. Zeckendorf has a retreat where he 
can hold important conferences, entertain guests, or 
just get away from it all. For most other persons aware 
of this unique creation—particularly those executives 
in the area who observe it from loftier and more con- 
ventionally designed stations—the structure stands 
as a monument to a man’s achievement, or as a symbol 
of their own hopes for the future. At the very least, 
it should be a sure-fire conversational springboard. 

But it is in the area cl Webb & Knapp office opera- 
tions that one sees the really stimulating ideas. What 
really isn’t large space is made to look large where it 
counts most. ‘The planners had ideas about treatment 
of reception space that are unique, and features of 
office equipment that are advanced, some of them 
right in the office of the president. 

The fact that Mr. Zeckendortl’s office is of circular 
design is not in itself exciting. Rather it is such factors 
as the solution to its sound conditioning problem; 
lighting of the office; and the interesting conception 


Executives Row—private offices are behind doors at left. Notice files set in walls at side of secretarial work space 


of the desk that cause it to be continuing subject for 
discussion. 

Any circular room creates a special problem in 
acoustics—a situation where the speaker might sound 
over-loud in one location and hardly be heard in an- 
other. “A room completely lined with sound absorp- 
tive material would make the voice sound dead,” a 
Webb & Knapp architect said. “The solution here was 
the combination of both reflective and absorptive sur- 
faces in the right proportion for good hearing.” 

The office has an inside diameter of 25 feet. The 
wall is lined with oak veneer panels each measuring 
three feet wide by seven feet high, and of a raised 
geometric pattern with two corresponding facets of 
each panel perforated to absorb sound. Other un- 
perforated facets of these panels serve to deflect sound 
up or down. Double thickness glass panels over the 
wall of the office maintain the feeling of spaciousness 
in the general reception area. These panels are separ- 
ated with rubber stripping as another sound con- 
ditioning detail. Heavy carpeting and acoustical plas- 

(To page 60) 


Separating vice-president’s office (left) from secretary’s desk is 2-way free-standing cabinet, seen here from both sides. 
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What of Marginal 


Workers? 


A sizeable manpower reservoir can 


be tapped to an even greater degree 


By R. E. HEIDEBRINK 


So-Lo Marx Rubber Co., Loveland, Ohio 


ALL OVER THE COUNTRY, office managers re- 
port a growing difficulty in hiring clerical workers 
to stall their offices. At the same time, however, large 
groups of potential office employees are not being 
utilized. If we will give care and thought to integrat- 
ing these groups into our work force, our problems 
will be considerably alleviated. 

The groups mentioned are what might be called 
marginal workers, to borrow an economic term. They 
are the older workers, the very young, the inexperi- 
enced or slightly trained. Many of these people can 
be developed into excellent ofice workers. 

Probably many standards in hiring office workers 
arc purely arbitrary, with no real foundation. The 
most popular age brackets seem to be 18 to 35. Often 
we insist upon some definite period of experience, 
although we all know of employees who work for 
years but learn nothing after the first months. 

Actual experience has shown that office emplovees 
may be profitably hired at ages from 16 to beyond 6o. 
Actual experience also shows that careful training 
often compresses into a short time the learning usu- 
ally done over years. 

An office manager who taps the labor supply repre- 
sented by these groups is not only benefitting his 
company, but is also aiding greatly each person hired, 
and further, is adding to the wealth and security of 
the nation by making full use of our productive po- 
tential. 

Of course, the office executive must recognize that 
hiring such workers poses problems which he must 
solve if he is to make full use of the personnel re- 
sources of his community. Some of these problems 
are: correct hiring procedure, adjustment of working 
conditions, job adaptation, and training. 

Most of these workers will have no useful work 
record, and even if an office is large enough to sup- 
port a program of testing, it is probable that the 
psychometric profiles in use will not be valid for 
these groups. Inexperienced workers must be hired 
largely on the basis of personality, an admittedly 
vague term. An ofhce manager experienced in hiring, 
however, will quickly develop those subconscious re- 
actions upon which, as a practical matter, he has 
always relied. 

He should remember that age is not always care- 
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Too old for clerical work? 


ful, and that youth is not always vigorous. Old or 
young, each person must be judged individually. 

In employing elder persons, the physical working 
conditions must be considered. For instance, in one 
office it was decided to use an older woman as a file 
clerk. This job had always been done standing, which 
would have been difficult for this person to do all 
day. A few dollars spent for three chairs of different 
heights allowed her to work sitting down, thus per- 
mitting the office to hire a person who otherwise 
could not be successfully employed. Fortunately, few 
office jobs are physically arduous. Lighting, seating, 
and elimination of unnecessary movement are the 
principal problems. 

Frequently, it will be found that some change in 
a job will enable an unskilled worker to fill it. An 
office manager intended to employ a former house- 
wife in a clerical job which required some typing, 
but found that in her many years away from office 
work she had completely forgotten how to type. A 
study of the job, however, showed that less than 10 
per cent of the time was spent in typing. Investiga- 
tion revealed an experienced typist in the ofhce 
who spent part-time performing a clerical job. This 
small clerical job was transferred to the older woman 
and her typing duties given to the typist. Thus, it 
was possible to use available personnel to the fullest 
measure. Similar adjustments can often be worked 
out. 

The level of skill needed by a job can be reduced 
by such steps as substituting a table of extensions for 
a calculator or using simple addressing machines for 

(To page 64) 
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Put Your OFFICE to WORK! 


An expert spots the trends in the appli- 
cation of color and light coordination. 
This is the first of two installments, to 


be concluded in September. 


By HOWARD KETCHAM 


HOWARD KETCHAM has prepared this ar- 
ticle out of his 25 years’ experience as con- 
sultant on color, industrial design and lighting. 
In his work in product design, and styling of 
transport carriers, stores, factories and offices, 
he has coordinated these elements to build 
sales and speed production. A member of 
the Illuminating Engineering Society’s Com- 
mittee on Store Lighting, and chairman of 
the Color Survey Committee of the National 
Paint, Varnish and Lacquer Association, Mr. 
Ketcham has through the years emphasized 
relationship of color and lighting to the hu- 
man factor of customer and employee. Among 
the firms he has served are Pan American 
World Airways, Cities Service Oil Co., E. I. 
du Pont de Nemours, General Electric, Bur- 
lington Mills, and 58 leading department 
stores. 


TODAY, the business office is more than an alert 
locale where executives, junior officials and clerical 
staffs drearily struggle through their duties. Modern 
management sees the office as a living member of 
the staff, stimulating all levels of personnel and at 
the same time aiding officials and their staffs to get 
more work accomplished with less fatiguing effort. 

The special modern tools of the office planner are 
four: 


Color 
Lighting 
Equipment 
Materials. 


With them he can often overcome many handicaps 
imposed by space, location, personnel and particular 
problems affecting the individual company. 

Color, for example, lacks size, weight, shape or 
material— 

Color cannot be seen without the aid of light— 

Color is subject to changed appearance under dif- 
ferent types and intensities of illumination— 

Yet— 

It can look warm or cold, bright or depressing, 
pleasing or irritating, stimulating or relaxing, clean 
or dingy, it can make an office appear masculine or 
appeal to feminine employees, or provide a neutral 
setting pleasing to either sex; it can be modern or 
old-fashioned, turning the thoughts of the staff to 
future progress or emphasizing the traditional past of 
the company. 

The color of walls, ceilings, floor covering, desks 
and other furniture, and office equipment can govern 
psychological moods of the office force. Colors are 
divided into four groupings of “psychological pri- 
maries”’: 

Red-Orange: heat—stimulation—activity 

Yellow-Yellowish Green: dryness — crispness — re- 
laxation 

Green-Blue: coldness—passivity 

Violet: limpness—dullness 

The power of red to stimulate action is no longer 
unfamiliar. The great football coach, Amos Alonzo 
Stagg, employed the psychological power of color 
in having his team’s dressing-room painted a relax- 
ing blue, to soothe the players during half-time 
rest, but he had the ante-room done in an exciting 
red for last-minute pep talks. The fiercely competi- 
tive Knute Rockne, however, kept his Notre Dane 
players keyed up through intermission in a red dress- 
ing room in their home stadium, and lulled visitors 
in restful blue quarters. 

On the other hand, a sales manager whom I know 
sought to apply the same psychological effect to color 
—but with results that proved contrary to his expec- 
tations. A conference room was done in red prior 
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EFFECTS OF LIGHTING ON DECORATION COLORS 
(odccecacessconcel NORERcadetesedsbssssecabel LIGHT REFLECTIVE 
4,500 SOFT WARM ) 
DAYLIGHT WHITE WHITE WHITE TINT INCANDESCENT EFFICIENCY 
— °° Oe 
al 
mn MAROON dull dull dull dull fair good 30% 
of RED fair dull dull fair good good 15% 
at PINK fair fair fair fair good good 70% 
et RUST dull fair fair fair fair good 10% | 
t ORANGE dull dull fair fair fair good 50% 
re BROWN dull fair good good fair good 15% 
TAN dull fair good good fair good 60% 
GOLDEN ) 
YELLOW) dull fair fair fair good good 60% 
YELLOW dull fair good good dull fair 75% 
OLIVE good fair fair fair brown brown 10% 
CHARTREUSE good good good good yellowed yellowed 70% 
DK. GREEN good good good fair dull dull 2 
o LT. GREEN good good good fair dull dull 15% 
. PEACOCK ) | 
BLUE) good good dull dull dull dull 8% 
6 TURQUOISE good fair dull dull dull dull 40% 
ROYAL BLUE — good fair dull dull dull dull 40% 
LT. BLUE good fair dull dull dull dull 55% 
f- PURPLE good fair dull dull good dull 10% 
LAVENDER good good dull dull good dull 60% 
MAGENTA good good fair dull good dull 10% 
3, GREY good good fair soft soft dull 55% 
n 
ir 
il 
ir NOTE: These are approximate figures subject to variation depending on 
0 the texture of upholstery fabric weave, the type of illuminant, 
of the particular variation of color used, etc. 
S 
n 
e to an important and lengthy sales meeting. By noon, The history of office-color has ranged from the drab 
i- the sales staff was mentally exhausted—as if by an igth century background, to white and other light- 
all-day session. The stimulating red background, over __ reflectant colors, and more recently to the school of 
a morning’s time, actually had the effect of draining _ neutral greys and pale greyed-greens. Glaring white 
" energy from the men. walls soil too readily in modern city conditions, and 
; As in any other planning which involves people’s offer no rest or relaxation to the eye as office workers 
emotional responses, a miscalculation or incomplete look up from the white papers on their desks and in 
study in the use of color can similarly boomerang. their typewriters. 
For example, one office manager ordered a restful More attention has been given in recent years to 
: cool green color for office walls. Soon afterward, the a light greyed-green. It is pale enough to be effective 
: women employees who made up a majority of the in reflecting light so that more illumination is ob- 
¢ office force began to complain of chills. Many took tained from the light fixtures, and greyed enough to 
¥ to wearing outer garments at their desk, and there attract little notice and conceal soilage. It is particu- 
: was an increase in the number actually afflicted with larly favored in the government’s public buildings. 
J colds and in the rate of absenteeism. Yet, the build- Colors which are too strong in chroma (i. e., too 
. ing superintendent proved that thermometers were pure) not only distract from work, but are so notice- 
. at the same temperature as previously. able that your personnel will weary of them, and this 
7 With an introduction of warm orange into the _ type of color answers these objections. 
" color scheme of the office in limited areas—in a However, if you use color which lacks personality, 
horizontal band across the wall, and on the backs of and particularly if you employ nondescript, complete- 
af wooden office chairs—the complaints ceased. The _ ly-neutral colors throughout all areas of a large office, 
«i! psychological chill had been taken off the office at- —_ you give up all the values of positive service that color 
. mosphere. can offer. (To next page) 
wr 
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Correctly used, color can provide subtle stimulation 
without distracting your working force [rom its duties. 
It can make a small office appear larger, change the 
apparent shape of the narrow cubicles in which many 
officials or small sections are confined, or departmen- 
talize different areas of a large office without requir- 
Ing partitions. 

For example, the combination in proper relation- 
ship and harmony of receding colors (the cool colors 
which have green in them), and colors which appear 
to advance toward the eve (the warm colors in the 
red and yellow color families) can alter the apparent 
distance of the wall from the employees’ desks. 

The more stimulating colors may be used for accent 
to give refreshing contrast in areas not used fer actual 
working space. Such areas would include corridors, 
storage cupboards and similar utility rcoms, entrance 
halls, etc. Parker Pen Company, in its office-show- 
room in New York City. found that perloratcd acous- 
tical-tile wallboard had a dizzving eflect on the staff, 
but color finish applied to the detted tile solved the 
problem. 

Just as home planners have learned to lend interest 
to a room by using a change-ol-pace color on one wall, 
and by carrying a wall color or wallpaper into an 
adjacent room connected by wide arch or common 
wall, the office manager with an eye for “good house- 
keeping” for staff morale employs all these devices 
to enliven their surroundings. 


In my own offices, for example, different wall areas 
are in various colors which set apart the work opera- 
tions in each area, yet all have been planned to com- 
bine into a harmonious appearance which pleases the 
eye as it roves around the interior. Where partitions 
have been necessary, we have employed glass to pro- 
vide better flow of light, and adjacent wood framing 
is finished in the color which best simulates the color 
effect of the translucent glass. 

Part of “good housekeeping” is low-cost and ready 
maintenance. One fundamental objective in plan- 


ning office colors is to provide colors which do not 
readily show soilage. Sometimes, in selecting the 
greyed type of color which most effectively disguises 
office grime, the mistake is made of selecting a color 
which itself has a “dirty” appearance, even when 
newly applied. One effective solution of the soilage 
problem is to use a deeper variation of the wall color 
on the dado area of the lower wall, which is most 
subject to scuffing. 

The right colors can reduce the frequency of paint- 
ing to maintain the bright clean look that gives office 
staffs a mental lift. Cheerv buffs, pastel cream yellows, 
light greved greens. and rose colors make an effective 
appearance. In an office without sunlight, or whose 
windows front on a drab nearby wall of the adjoining 
building. sunny vellows are valuable despite the possi- 
bility of some distraction. Rose colors can stimulate 
the mood of women employees. Cool greens ease 
psychological discomforts where there is too much 
heat. 

One way to build good-will when planning to paint 
offices is to allow personnel to select their own colors 
for private offices, or to vote on colors for areas 
where groups work together. Commuters of Jersey 
Central Lines were intrigued when the railroad 
allowed them to choose the coach interior standards 
among four color plans I had developed, and more 
than 6,000 voted. The proper way to do this is to 
provide a chart of sizable color samples among a 
range of colors in the desirable variations of light- 
ness-darkness and purity-greyness. 

Distinctive personality for your own ofhce, and the 
staff's feeling that their working quarters are “some- 
thing special,” will not be attained when you put 
decisions on color into the hands of the paint sup- 
plier’s salesman “color engineers” with their stand- 
ardized answers, or the paint contractor. 

Some day a supplier of office furniture, or some 
other equipment supply source with a serious inter- 

(To page 66) 


These days, top management knows the worth of color-light coordination 
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COST-CUTTING CONTROLS 


in Records Management 


By EMMETT J. LEAHY and ARTHUR BARCAN 


National Records Management Council 


Part 2 of a three-part feature. Part 3 will appear in September 


“CONTROLS Over Records Distribution” is the 
second installment of a section on controls in 
records management, contributed by Messrs. 
Leahy and Barean to the book, Big Business 
Methods for the Small Business, edited by 
Robert S. Holtzman and A. Kip Livingston 
(Harper & Brothers, New York, $5). 

The concluding installment, “Control Over 
Quality of Records”, will follow next month, 
The first installment covered “Controls on 
Records Creation” and “Control over Mainten- 
ance of Records”. 


CONTROLS OVER RECORDS DISPOSITION 
What are the methods of disposing of records? 

a. Destruction. 

b. Transfer to low-cost storage. 

c. Microfilming. 

When should records be destroyed? 

a. Records should be kept only if they are used 
or if they have legal or historical significance. 

b. Intelligent decisions can be made based on 
these minimum data oebtained from a_ physical in- 
ventory of records: 

(1) Descriptive records title. 

(2) Inclusive dates. 

(3) Quantity. 

(4) Siate and federal legal retention re- 
quirements. 

c. It is also helpful to have as a guide the re- 
tention practices of comparable companies. 

What are the potential savings of records inventory 
and appraisal? 

A typical installation in controlled record keeping 
for a small business resulted in the destruction of 
sixty-cight file drawers and the transfer to storage of 
seventy-seven file drawers. ‘The resulting savings were 
as follows: 

a. Physical savings. One and one-half tons of 
paper destroyed. ‘Thirty-six file cabinets released from 
active office space. 

b. Dollar savings. ‘Thirty-six file cabinets at Sgo 
equal $3,240, and 252 square feet of space at $3 
equal $756 annually. 

Where can information be obtained on legal require- 
ments and the practices of comparable companies? 

The National Records Management Council main- 
tains a current research file on varying federal and 
local regulations and on retention schedules devel- 
oped by the Council for different types of companies. 
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While published guides are available on the more 
common records, these guides are handicapped by 
such basic defects as lack of local legal requirements, 
inclusion of unevaluated span of years (such as 2 to 
5 years, 5 to 10 years, etc.), playing safe by submit- 
ting only one retention period—the maximum, and 
no provision for reference analysis (actual use made 
of records) . 

The effective records schedule is based on legal re- 
quirements and administrative needs, plus proper use 
of comparable company data, all tailored to the in- 
dividual company. Council experience has proved 
time and again that a “tailor-made” schedule will re- 
duce record keeping costs by 50 per cent, even alter 
installation of a “canned” schedule. 

Who should approve destruction periods? 

The department head immediately concerned 
should state his operating requirements first. The 
controller should concur and lengthen the periods 
for any records required for audit purposes. The law 
department or retained counsel should then pass on 
legal requirements. Where there is duplication, he 
should select the copy that best serves legal purposes. 
Finally, a top executive should give a policy approval. 
When should records be transferred to storage? 

Such records as sales slips, invoices, bills of lading, 
payrolls, canceled checks, vouchers, and expense re- 
ports should be transferred to low-cost storage after 

(To page 68) 


“Miss Hollows is in charge of our dead files.” 
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Phone and Mail 


Directory 


—produced by the Office Services Di- 

vision of General Foods Corp. head- 

quarters, helps speed the work for 
hundreds 


THE PHONE directory used by the general offices 
of General Foods Corp. and its divisions in New York 
leaves little to be desired for this type of office aid. 
Actually, it is more than a phone directory since it 
carries mailing information for all of the organiza- 
tion’s huge administrative staff, and even provides a 
visual guide for all the departments and divisions of 
the company at two locations in New York. 

What might seem a minor point in listing the de- 
sirable qualities of the booklet is that its date of 
issue is carried prominently on the front cover in 
honest 30-point type. No General Foods man is going 
to thumb an old edition in a vain search for a newly 
appointed staff member of an outlying plant. 

Complete instructions for telephone communica- 
tions with outlying plants and offices are shown on 
the inside front cover. Emergency and assistance 


GENERAL FOODS CORPORATION 
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calls, hours of telephone service and the rules govern- an individual in the New York office to dial the tie- r 
ing night phone service are listed on page three. The line number of the plant he is interested in reaching. ste 
broad scope of General Foods Corp.'s operations in When he hears a dial tone, he knows he can proceed 
the food processing industry requires extensive tie-line to dial the extension number of the man at that 
communications. The directory gives the tie-line plant, with whom he has business. N 
number of each plant and the extension number of Another interesting feature of the directory is the z 
each individual at a plant. The phone system allows (To page 70) 
4 
5 
MAIL MAIL A 
EXT NAME CODE DEPARTMENT EXT NAME CODE DEPARTMENT 
YOU McKinley, Miss F. 7- 2 Law 717 Navas, Y. F. 37- 7 Engineering 
433 McKinley, Miss J. 19- 1 Pers. Admin, 198 Neamen, C. 37- 3 BE Cost Acctg. 
352 McKowen, Miss M. J. 36-1 GFS Inst. 478 Nelson, M. H. 36- 7 BE Sales 
224 McMahon, Miss ¥. 14- 1 Cons. Serv. 116 Nelson, Miss Vv. 37-10 BE Gov't. Controls 
667 McManus, Miss M. M. 16-0 Receptionist 335 Nemeth, J. M. 1§- 2 Traffic 
7192 McNamara, J. 19- 9 Purchasing 778 News Letter 7-15 Pub. Rel. 
193 Miss Christensen 74 Nilsen, Miss E. 3- 1 Insurance 
508 McNeil, Miss D. 14% 5 Pub. Rel. 184 Noble, Mrs. Ebba 18- 2 Budget & Analysis 
218 McPeak - 2 Law 703 Noble, €. E. 37- 7 Engineering 
Miss ru 
=- 3 


Directory pages showing general office listings (above), tie-line instructions and listings (below). 


CENTRAL LABORATORIES & MAXWELL HOUSE EXTENSION NUMBERS 


When making calls to these cffices dial the assigned tie line numbers and the desired extension number. 
'f you receive a busy signal after two or three attempts to reach these offices via the tie lines, it 
is recommended that you dial "9" and then dial WOrth 2-5360 which will connect you with the switchboard 
operator at these offices. 


CENTRAL LABORATORIES (Tie Line Number 81) 


OEPARTMENT EXT. NAME 


ExT. NAME DEPARTMENT 


282 MacA 


254% Baldwin, R, R, Biochemistry Phytochemistry 
238 Barnes, H. M. Organic Chemistry Controller 
ower, HW. § Shop & Maintenance istry 
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BLUEPRINT 
CABINET 


FOR: Art and Photos 
Engravings 


' 
| 


Maps and Plans 
Blueprints 
A five drawer unit built of heavy 


gauge furniture steel. Smooth gliding 


drawers on ball-bearing rollers, 


equipped with rear hood and lift com- 


tie. pressor in front. Can be securely 
ing. stacked. Cole gray or olive green. 
eed 
hat . . , ‘ " 
Inside Drawer Outside Cabinet Price for 7% 
No. = &. -& WwW D. H. 5 Drawer Unit Bases 


the 


4030 37” 25” 2%" 40%” 28%” 15%” $112.50 $16.00 
4332 43” 32” 2%" 46%” 35%” 15%” 149.50 18.50 


5038 50” 38” 2%" 53%” 41%” 15%” 169.00 20.50 
Automatic Plunger Type Lock Controlling All Five Drawers—$15.00 Additional. 


Spring compressor follow 
block for above... $1.90 


The above file without ball bearing rollers: 


No. C112, letter-size ....ccccou.n $7.95 each (lots of two, $7.50 each) 
No. C115, legal-size ............... $8.95 each (lots of two, $8.50 each) 
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Prices slightly higher in Texas, Colorado and West of the Rockies 


Illustrated above, 
two 5-drawer units 
on a sanitary base. 


STEEL LETTER FILE 


Made of heavy gauge furniture steel, electrically 
welded throughout. Smooth gliding ball-bearing 
rollers for easy action even when heavily loaded. 
Extra heavy formed reinforced channels run full 
length of case inside. Files can be interlocked 
into solid batteries. 14” wide, 12%” high, 2458” 
deep. Olive green finish. 


No. 1200, Letter-size 
No. 1500, Legal-size, 17 wide........ $10.25 
Equipped with lock and 2 keys... $2.00 additional 


STEEL EQUIPMENT COMPANY. 


285 Madiso 


1 Avenue, ¥ _ 


4 New York 17, 
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The “MERCHANTS” File 


A heavy gauge steel cabinet containing two 
ball-bearing letter files, index drawer for 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 
compartments under lock and key; steel 
safety vault with large vault size dial lock 
(only YOU know the combination). 


32” high, 30%” wide, 17%” deep. Olive 
green or Cole gray, baked enamel finish. 


loo 


With plunger lock which automatically locks 
all drawers. No. 1370PL......... $57.45 


SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “EXECUTIVE” File 


Two ball-bearing letter 
files. Two adjustable com- 
partments, under lock and 
key, two index drawers for 
3x5 or 4x6 cards (6400 ca- 
pacity). 37%” high, 30%” 
wide, 17%" deep. Olive 
green or Cole gray, baked 
enamel finish. 


No. 1478 ..... $59.95 


With plunger-type lock which 
automatically locks all draw- 
ers. No. 1478PL..... $67.45 


The “DIRECTOR” File 


Similar to above except in- 
stead of the card drawers 
a third letter size filing 
drawer has been added. 


SS Pee $53.95 


The above with plunger lock 
that automatically locks all 
drawers. No. 1473PL.. $61.45 


Grained walnut, mahogany or knotty pine finish $|2 50 additional. 
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PRONTO STORAGE FILES 


| for less active records.. 


OTHER SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
siiuiaiiid nes DRAWER FRONT DRAWER FRONT 
. : File PRICE File PRICE 
—— ae ae No. Single Carton | No. Single Carton 
Letter Size 12% .. 10%, ..24 | E210 . . $3.55. . $3.45 1210L. . $4.45 . . $4.35 
ao 12 am 10% — E210S 45... 3.35 1210S... 4.35.. 4.2 
Legal or Cap... | 15% .. 10% ..24 | E510... 435... 425 | ISIOL.. 560.. 5.50 
ete, ! . 8 24 | E109 .. 3.20.. 3.10 109L.. 3.95.. 3.85 
*2 Rows 8x5 Forms... 10% .. 8%4..24 | E108 .. 3.50.. 3.40 WO8L.. 4.25.. 4.15 
*Invoices or 2 Rows 8x5 10 -- 8% ..18 | EI08BM. 3.45... 3.35 108M . 4.15 .. 4.05 
Freight Bills 7) os 8. os 8 EW .. 3.00.. 2.90 7iL.. 295. . 24 
hecks | 10/2 .. 4%..24 | E104... 3.05.. 2.95 104L.. 3.95... 3.85 
Drafts or Checks. % . % ood £94 2.40... 2.30 194IL.. 3.00.. 2.90 
Drafts or Checks. 9 Pe E94M 2.35.. 2.25 941M . 2.95.. 2.85 
5x8 Forms nian: 8 a e E85 2.70 . 2.60 1g5I1L . 3.30... 3.20 
eDeposit Slips (2 Rows) 8% .. 5%..15 | E858 .. 260.. 2.50 1851S... 3.20.. 3.10 
Deposit Slips 8 - 4% ..24 | E84 .. 240... 230 | I84IL.. 300.. 2.90 
Tabulating Cards __ .. ae 3% -. 24 | E73 2.40... 2.30 wi... 26.. 
*3x5 Cards (3 Rows)__ ae. o« Mes 664 .. 435... 4.25 1645L.. 5.60.. 5.50 
4x6 Cards (2 Rows)__ 12 eo wae E24 .. 3.20.. 3.10 1245L.. 3.95.. 3.85 
*3x5 Cards (2 Rows)__ 10 ae 374 -. 24 6103 .. 305 .. 2% 103L.. 385.. 3.75 
Vouchers (Upright) _ Se ..10%.. &592 .. 3.35.. 3.25 iSe2L.. 4.25... 4.15 
fegees Sheets ss ar e9t .. 405.. 3.95 9l2L.. 4.90.. 4.80 
Ledger Sheets 12% ..12%%,..18 | €12 .. 5.15.. 5.05 1212M . 6.70.. 6.60 
“These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. 


PRO 


NTO FILE 


285 Madison Avenue 


- 


Letter Size $355 
Legal Size $435 
Check Size $40 


STURDY CONSTRUCTION — Prontos are built ¢ 
275-lb. test corrugated fibre board and reir 
forced with steel on the shell and the four cornes 
of the drawers. 

SAVE FLOOR SPACE — Constructed so that they 
interlock into solid units and stack as high o 
the ceiling, saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more nee! 
of fussing and fuming. With Pronto files you co 
get at all records just as easily-as in your 
active files. 

BEAUTIFUL APPEARANCE — Pronto files are a 
tiful in appearance, finished in an attractive 
green. The steel drawer front matches your reg’ 
lar active office files. 


RPOR 


New York 
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“TOMORROW'S OFFICE TODAY" 


was the theme of the 15-room exhibit held by the 
Wood Office Furniture Institute at the recent Na- 
tional Office Management Exposition in San Fran- 
cisco. Vera Green (left), assistant treasurer and 
secretary of Botwinik Bros., Worcester, Mass., poses 
in the "ideal woman executive's office," one of the 
rooms displayed. The furniture here was made by 
Clemco Desk Mfg. Co., and Huntington Chair Corp., 
members of the Wood Office Furniture Institute. An 
additional feature at the exhibit was the awarding 
of prizes in the Institute's student furniture design 
competition. Judges of the contest (right), seen 


HOME AGAIN 


viewing the winning selections, are Gordon Orbig 
of the Industrial Designer's Institute; Carl Rishell, 
director of research for the National Lumber Manu- 
facturers’ Association, and Kenneth H. Ripnen of the 
Kenneth H. Ripnen Co. Inc. The first prize of $1,000, 
for the best design of a wooden desk and chair, 
went to Richard Baxter, Cranbrook Academy of 
Art, Bloomfield Hills, Mich. James S. Ward, another 
Cranbrook student, took the $500 second prize. The 
third prize of $250 was awarded to Howard H. 
Sersen, Chicago Institute of Art. Five $50 honorable 
mention prizes were also awarded. 
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NEW HOSPITAL OFFICES 


August, 1952 


after his second voyage around the world, William 
C. Coffman, formerly Underwood Corp.'s Pacific 
district manager, and now a special representative, 
exchanges a going-ashore handshake with Captain 
Wallace H. Holt, master of the S.S. "President 
Monroe." Mrs. Coffman smiles her approval. Mr. 
Coffman's globe circuit. aboard the American Presi- 
dent Line cruise ship had little in common with the 
trip he made 50 years ago as a shanghaied seaman 
on the British barque "Belfast." Knocked unconscious 
on a San Francisco street on the night of September 
1, 1902, Mr. Coffman came to in the forecastle of 
the "Belfast." He found himself bound for Plymouth, 
England on a trip that lasted 153 days. 


Offices of the 400-bed Mount Carmel Hospital, Col- 
umbus, O., are shown here remodelled with "“Techni- 
plan" equipment of the Globe-Wernicke Co., Cin- 
cinnati. Full height wood-and-glass partitions separate 
each work station, where wooden L-shaped Techniplan 
units were installed. Vertical section of wood forms 
a stand for the cash register, and permits handy 
access to records and other materials. Fundamentally, 
Techniplan units ist of interchangeable, standard- 
ized elements which can be rearranged into innumer- 
able combinations. Elements include desk top, drawer, 
pedestal, auxiliary top, and end support. The hospital, 
founded in 1886, is operated by the Sisters of hoe 

Holy Cross from Notre Dame, Ind. 
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Mayor Impellitteri of New York presents certificates 
of merit to city department executives who have 
completed special records management courses given 
b the Mayor's Municipal Archives Committee. Seen 
receiving her certificate at City Hall is Rebecca 
Rankin, municipal reference librarian, who headed 
this program of in-service training classes in co- 
operation with the division of analysis of the Bureau 
of the Budget. Behind, and to the left of Miss 
Rankin, is James Katsaros, supervisor of records. 
The city's archives and records center, which under- 


° FOR WORK WELL DONE 


took a records reorganization program in 1939, has 
since effectively and ically stre d its 
records handling. Together with 31 participating 
departments, it has systematized its records keeping, 
and developed its own manual of procedures. Since 
1942, 40,000 square feet of office space representing 
an annua! rental savings of $120,000 have been 
cleared of inactive records. In addition to storing 
day-to-day material, the center also houses a com- 
plete file of New York newspapers from 1871, and 
papers and records of mayors from 1840. 


TRANSPARENT TUBES 

of clear Tenite plastic pipe are being tested for use 
as pneumatic conveyor systems in this test installation 
at Airmatic Systems Inc., 141 Charles St., New York. 
Pipe used in the system has been bent to run in the 
desired planes and angles, with ends joined by cement 
and thinner. Carriers, also of Tenite, shoot through 
the 1/2- and 3-inch pipe at a speed of 30 feet per 
second. In one test, conducted under normal varia- 
tions of temperature and moisture, a carrier made 
over 200,000 trips through a 3-inch pipe with no 
apparent signs of wear to the plastic tubing. Tenite 
is a product of Tennessee Eastman Co., Div. of East- 
man Kodak Co., Kingsport, Tenn. 


GOLD IN THE WOODPILE 

Thar's gold in that hill of wood behind Helen Reed. 
It's embedded in flooring torn from the Sheaffer Pen 
Co.'s gold nib department when that section moved 
into the company's new factory. Parker hopes to re- 
claim $20,000 in gold from 10,000 square feet of 
boards onto which gold dust has dropped for 32 
years of grinding 4. tarat gold points and trimmings 
for fountain pens. The wood will be burned and gold 
refined from the ashes. 


RECORDS MANAGEMENT COURSE LIQUID PROCESS DUPLICATOR 


sponsored by Diebold Inc. for companies in the New 
' York area, recesses here to give the class a mid- 
afternoon break. The course familiarized participants 
with methods of well-organized record keeping, and 
included discussions of filing rules, business record 
systems, record routines, manuals of procedure, meth- 
ods of transfer, retention programs, and record mic: o- 
filming. Held previous years at Columbia University, 
‘the 5-hour course took place this year at Diebold's 
‘Mew York offices, 2 W. 45th St. Certificates of par- 
ticipation were awarded to the students. 
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Hectographia Corp., 110 W. 17th St., New York, has 
introduced a new liquid process duplicator desig- 
nated as Model AF 51. It is designed to reproduce 
anything typed, written, drawn or printed on the 
master copy, in as many -as five colors, all at one 
time. No inks, stencils or gelatines are involved, and 
up to 500 copies may be printed from a master. 
The unit has an automatic paper feed and prints up 
to 150 copies per minute. The new duplicator is 
priced at $129.50, plus federal excise tax. For addi- 
tional information, write to the company. 
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MULTIPLE-TOTAL ACCOUNTING MACHINE 
A new multiple-total accounting machine, designed 
particularly for use in analysis and distribution work, 
has been introduced by National Cash Register Co., 
Dayton, O. In a business which services its cus- 
tomers by direct deliveries, the machine provides 
information on cash collections and charges by route; 
permits the preparation of weekly bills for each 
customer; the preparation of special bills for chain 
accounts, and provides a merchandise activity count, 


by route. Model number is 23015 (151). 


EXTRACTABLE STAPLES 
for tagging operations—staples which easily lift off 
along with the tag they're clipped to—have been 
introduced, together with this special stapler, by 
Speed Products Co. Inc., Long Island City, N. Y. In 
any operation where tags are clipped to paper or 
fabric, stapling is done in a scissors-like manner—by 
saueezing together both handles. According to the 
manufacturers, a 4-to-l power ratio at the handles 
necessitates only a minimum of pressure for opera- 
tion. In removal, the staple is broken by bending it— 
along with the tag, and the paper or fabric—at a 
nick in its center. The staple then breaks easily, and 
by pulling the tag, slides out, off the paper or fabric 
to which it had been clipped. Staples are of a special 
size, and the only ones suited to the machine. Re- 
tailing for $6.50, the device is chrome finished, and 
can be opened for general-duty tacking- 


DESK-FILE COMBINATION 

Steel Parts Mfg. Corp. of Chicago, makers of steel 
office equipment, have introduced the Desk-O-File, a 
portable desk and filing cabinet combination. Made 
of heavy-gauge steel, the unit is available in two sizes, 
dependent upon filing needs. With letter-size files, 
the Desk-O-File measures 52 inches in length; with 
leaal-size files, the length increases to 58 inches. It is 
available in green, gray, or walnut. Steel Parts Mfg. 
Corp. is a division of Blackstone Mfg. Co., 4630 W. 
Harrison St., Chicago. 


DRY-COPY PHOTO MACHINE 


DESK-MODEL FOLDING MACHINE 
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"Copi-Stat," a new photo duplicating device offered 
by General Photo Products Co. Inc., General Photo 
Building, Chatham, N. J., is designed to copy any- 
thing typed, written, printed or drawn, without the 
need for developing, washing, fixing, drying, or dark- 
room facilities. In duplicating with Copi-Stat, the 
original is exposed with a sheet of sensitized paper, 

n combined with a second sheet and inserted into 
the machine. According to the manufacturer, a dry 
Photo copy will be produced within 25 seconds. 
Available in three sizes; prices start at $80. 


little larger than a typewriter, is introduced by Pitney- 
Bowes Inc., postage meter manufacturers. The machine 
is designed to precision-fold 5,000 sheets an hour. It 
can execute two parallel folds in one operation, and 
can make eight basic types of folds in all. The 
machine is set by manipulating a measuring rule and 
two indicator knobs. Measuring 12 x 774 «x 


22/2 inches, it weighs 2334 pounds, and feeds and . 


stacks papers from the same end. Known as model 
FH, it is a low-cost version of the heavier-duty FM 
machine introduced by Pitney-Bowes two years ago. 


OFFICE MANAGEMENT AND EQUIPMENT 


41 


= 


ae 


Se Ne . 7 <n im — (ie ae on : ® Se Se = aa 
a * 
= new things in the news 
a aaaaaaaaaaaaaaaaaaaaaaaaaaamaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaammmmmmamamamcacmmmacaaammmmal 
mT 2 fms, ‘foe Los 0g ite, 7 
ots segesccestesssse splat / Siti Ping. ? 
scant STNG erga Rds Ses ™ . : 
7 7 i ® 
» 7 
| —— | 
e- : 
f - , ~ t 
| A —- , 
' SAA a 
a | 
e | 
a 
e! a. 2 3 8 ~ ‘a 
* - _— _ : 
a | 
52 | eC = ; 


new things in the news 


42 


VISUAL DEMONSTRATIONS 
can be easily and effectively conducted with this 
new projector-screen unit developed by Adslide Pro- 
jector Co., 3726 W. Montrose Ave., Chicago. Using 
single-frame |émm film, the Adslide projector oper- 
ates continuously, and automatically. It affords per- 
fect visibility even in lighted rooms, its manufacturers 
say, and features a cooling system designed to 
keep the projector cool to the touch, permitting 
projection for any length of time without burning 
or buckling the film. The complete unit, consisting 
of the projector and the display cabinet, retails for 
$224.50. The projector alone, which weighs I! pounds 
and can be used for wall screen presentations—show- 
ing a picture as large as 6 x 9 feet—sells for $149.50, 
complete with carrying case. Adslide also prepares 
special color films for use in the projector. 


FOR SPRUCING UP 


ar 


carpeting, cornices, and draperies around the office, 
Ace Vacuum Inc. offers the Modern Hygiene vacuum 
cleaner. A tank-type all-steel machine, the Modern 
Hygiene and its accessories are designed to both 
brush and vacuum rugs, clean upholstered furniture, 
dust walls and ceilings, and suck out hard-to-get dirt 
in radiator crevices or behind seat cushions. The 
cleaner features disposable paper bags for accumu- 
lating the dirt. With its twelve attachments, Modern 
Hygiene retails for about $109.95. Offices of Ace 
Vacuum Inc. are at 145 Pinckney St., Boston. 


UTILITY TYPEWRITER TABLE 

with letter-size drawer is the latest item offered by 
Maso Steel Products, 81 W. Van Buren St., Chicago. 
Known as model 595-D, this stand features all-steel 
construction with burr-proof rolled steel legs. Other 
features include piano-hinged drop leaves, enamel 
hammerloid finishes in three colors (gray, green, or 
brown), and a steel center brace of asymmetric design 
for greater leg room. Model 695-D is 27 inches high; 
its top measures 14'/2 x 35 inches when opened. 


DESK-HIGH UTILITY CABINET 
newly offered by Vanguard Engineering and Mfg. Co., 
53 W. Jackson Blvd., Chicago, provides handy space 
for ledgers, books, files, and the like. The cabinet is 
constructed of sturdy furniture gauge steel, and fea- 
tures a door with rounded corners that closes ‘lush 
with the sides. Measuring 18 x 12 x 30 inches—the 
latter dimension being standard desk height—the 
cabinet is divided by a shelf, and is available with 
either office gray or green baked-on enamel finishes. 


“GENIE” LETTER OPENER 
slices ends off envelopes by pulling the envelope 
through the slot and under the blade. Leo G. Gender- 
nalik (right), inventor of the Genie, demonstrates 
the device. It is designed to operate with all types 
and sizes of envelopes, including tissue air mail, and 
large, brown-paper envelopes. The cutting edge is a 
revlaceable “injector'-type razor blade. According to 
the manufacturer—Office Accessories Corp., Encino, 
Cal.—the device can be fastened to a desk, permit- 
ting letters to be opened with one hand. Price: $1.00. 
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NEW FILM SPLICER 

designed to handle microfilm, motion picture mag- 
netic film, roll film, and x-ray film from 16mm to 
70mm, is offered by Prestoseal Mfg. Corp., 38-0! 
Queens Blvd., Long Island City, N. Y. The new 
machine, according to its manufacturers, produces 
an electrical weld without double thickness at the 
splice. It aligns frames automatically, and requires 
no scraping of emulsion, cementing, clipping or 
stapling. Weighing 17'/2 pounds, the splicer operates 
on 120 volts, has a Weston ammeter to indicate 
current, and features a synchronous motor timer with 
an automatic reset. Known as the ‘Presto-Splicer,” 
the machine is manufactured in two models—one for 
perforate, and the other for non-perforate, films. 
Prices range from $507.10 to $1,675, depending upon 
millimeter size and the type of model. All prices are 
f.o.b. Long Island City. 


LATEST COPYING MACHINE 

—the Copyflex model 14, a product of Charles Brun- 
ing Co., Inc.—is designed to reproduce any size 
office form in seconds. Almost completely automatic, 
the new desk-side machine will handle any paper up 
to 20 inches wide. It can copy the larger size account- 
ing and statistical sheets, its manufacturers point out, 
or ordinary letter-size forms two at a time. Accord- 
ing to Bruning, cost of the machine averages less than 
2 cents per square foot of copy, including deprecia- 
tion, operator's salary, floor space, material used, and 
other charges. It can be rolled on casters to any 
work-site desired. After the original document is fed 
into the machine together with a sheet of Copyflex 
paper, the machine automatically and quickly repro- 
duces the original. Offices of the Bruning Co. are at 
125 North St., Teterboro, N. J 


2-MAN DESKS 
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designed especially for salesmen are shown here in 
the Chicago sales offices of Remington Rand Inc. 
The desks contain three 2-drawer filing cabinets—one 
at each end, the third in the center—thus providing 
each salesman with three letter-size drawers. A flat 


utility spanner drawer is set beneath each user's 
working space. The tops are linoleum-covered, with 
aluminum binding edges. Originally designed by 
Remington Rand for its own sales offices, the desks 
are now available for general purchase. 
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OZONE AIR CONDITIONER 
newly introduced by Bretford Mfg. Inc., 9361 Ches- 
nut Ave., Franklin Park, Ill., is designed to destroy 
odors by a process of oxidation. Long-life ozone 
bulbs, source of the odor absorbing oxygen, are 
operated by an internal transformer. Bedford air 
conditioners are available in !- or 2-bulb models. 
One-bulb units deodorize rooms of 1,000 cubic feet, 
while 2-bulb units handle areas up to 1,800 cubic 
feet. The outer case of the conditioner is con- 
structed of heavy gauge steel, chromium finished in 
alternating mirror and satin bands. A polished re- 
flector casts a blue light when the unit is operating, 
providing an effective night light as well. 


DESK VALET 
An original idea in desk accessories is this combina- 
tion nen-and-pencil holder, thermometer, and Scotch 
tape dispenser. The six openings for holding writing 
implements feature gilt rimmed edges, while the 
Scotch tape spool is adorned with a polished brass 
cover. The entire unit is covered with 24-karat gold 
tooled leather. The item, manufactured by the Adrain 
Novelty Co., 114 E. 28th St., New York, retails for $10. 


COLD WATER OR HOT COFFEE 


NEWEST FILING CABINET 


A combination coffee dispenser and water cooler, 
which gives office workers their choice of dark or 
light coffee with or without sugar, or just plain aqua 
pura, is offered by Rudd-Melikian Inc., Philadelphia. 
The unit, about the siz of the average water cooler, 
dispenses Rudd-Melikian's own product, Kwik-Kafe— 
a fresh frozen liquid coffee concentrate kept re- 
frigerated within the unit until the moment served. 
The dispenser can be set for coin or push-button 
operation and, its manufacturers point out, is de- 
signed to shorten the 10 a.m. “coffee break" so 
prevalent in offices today. 
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of the Keystone Equipment Co. line features fuil 
cradle suspension drawers, six reinforcing uprights, 
and a solid steel base. The cabinet is designed for 
silent, effortless operation through the use of ten 
rollers per drawer. It is available with a baked 
enamel finish of either gray or olive green, and 
comes in units of from two to five drawers. Made 
in both legal and letter sizes, the drawers measure 
28 inches deep. The Keystone Co., with offices in 
Philadelphia, is presently constructing a new plant 
there, at 31st and Oxford Sts., which will double the 
firm's productive capacity when completed. 
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Equipment 
Round-Up 


This month: Adding and calculating machines, 
dictating machines and microfilming equip- 


ment. Manufacturers’ listings on page 54 


Burroughs’ Model 5-10-55 calculator 


NORMAL DELIVERY applies in most segments of 
the office-machines industry these days, with sales staffs 
hitting the road hard for business. Of course, “nor- 
mal” in that field can mean anything from sixty days 
to four months or more, with the thought prevalent 
that the recent steel strike might have some unpleas- 
ant delayed-action effects later this year. New prod- 
ucts in the dictating and microfilming machine fields 
promise well for these industries. 

Addo Machine Co. Inc.’s Addo-X line has both hand and 
electric models ranging from 8- to 1l-column capacities. 
The full-length plus and minus motor bars are designed 
for ease of operation. The minus-repeat key is a special 
feature for short-cut multiplication. Its manufacturers 
claim Addo-X is one of the quietest machines available. 


Price range of Addo-X machines runs from $170 to $360, 
exclusive of taxes. 


The R. C. Allen Business Machines Inc. model 915 allows 
direct addition or subtraction—about 20 per cent of the 
figure work in the average business involves subtraction— 
and has a capacity of 999,999,999. Its other features include: 
automatic printing of ciphers, subtraction in red, running 
totals in visible dials, and motorized repeat. The 915 is 
colored ice green and has a 5%-inch carriage. Immediate 
delivery available. Price: $285. 


Burroughs Adding Machine Co. has seven electric and 
hand-operated calculator models available for handling vari- 
eties of business calculations. Key actuated, they handle 
invoices, payroll calculations, sales analyses, and other cal- 
culating jobs. They are portable, simple to operate, and 
fast. The 5-10-55 duplex has two dial rows, the upper for 
grand-total accumulations, the lower for incidental number 
work as needed. The dials are independent of each other 
during operation, although amounts on the “working” dial 
may be transferred to the upper dial by depression of a bar. 

Burroughs currently has fourteen models in its adding 
machine line. Both the electric and hand-operated types 
handle general adding and listing work, in addition to jobs 
requiring fractions, credit balances, and other special com- 
putations. 


Clary Multiplier Corp.’s adding machines carry a new 
feature, the “dividing eye.” This device eliminates the 
need for estimating the number of repetitive subtractions 
in division work. Division, on any adding machine, con- 
sists of a series of repeated subtractions. The number to 
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be divided (the dividend) is entered into the machine, and 
the divisor is repeatedly subtracted from it. The number 
of subtractions necessary to reduce the dividend to zero 
is the answer. With the dividing eye, when the proper 
number of subtractions is reached, a red warning light 
flashes the fact. 

In normal addition and subtraction, the warning light 
also flashes when a credit balance is reached. Credit bal- 
ances will print in red, too. Clary machines have two add 
bars, one a thumb bar similar to a typewriter spacer. It 
permits one-motion figure entering, and eliminates the 
need for crossing to the right when depressing buttons on 
the left. Immediately available, the machines’ prices range 
from $209.50 up, plus tax. The model 101.02 (illustrated) 
sells for $310. 


Friden Calculating Machine Co. Inc. offers a desk calcu- 
lator, the SRW, that automatically extracts square roots. 
In size, appearance, and general features it is the same as 
Friden’s standard “fully-automatic” model. Extraction of a 
square root would ordinarily require about 100 operations, 
the company says. With the SRW, the radicand (the num- 
ber from which the root is taken) is entered on the key- 
board and a key is touched. The root appears on the dials 
above. 

Other Friden features include automatic accumulation of 
individual extensions and automatic half-cent adjustment. 
In any extension which includes a fraction in excess of 
five mills, the machines automatically round off the fraction 
to the nearest full cent. The calculators automatically di- 
vide, multiply, and negatively multiply, too. 

The SRW sells for $1,300. Other models range from 
$300 to $875. 


The International Business Machines Corp. electronic 
calculating punch is a 1,400-tube general purpose electronic 
digital computer designed for commercial use and engi- 
neered to perform calculations at great speed. These cal- 
culations include all types of payroll, labor, material and 
billing calculations, average unit prices, inventory turnover 
ratios, efficiency ratings and operating ratios and percent- 
ages. 

The machine consists of two cabinets—an electrical card 
reading and punching unit, and an all-electric unit which 
includes the power, timing, arithmetic, storage and switch- 
ing sections. Interchangeable control panels make it pos- 
sible to change quickly from one type of operation to 
another. 

This machine reads problem data from IBM punched 
cards at a constant speed of 100 cards a minute, and can go 
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Tools of the Office 


From the left: Remington Rand’s Model 98; the Underwood Sundstrand Printing Calculator; R. C. Allen’s Model 915; 
and the Marchant Figuremaster 8EFA 


through as many as 60 separate steps, such as multiplica- 
tions and divisions, to obtain the solution to a single prob- 
lem, thus providing a potential capacity of 6,000 operating 
steps a minute. Answers are recorded in cards that carry 
problem data, or can be punched in specially designated 
cards, also at a speed of 100 cards per minute. 

One of the important applications of the electronic cal- 
culating punch is calculation of payroll. Exemption for 
dependents, withholding tax, Social Security and unemploy- 
ment insurance tax can be calculated and, with other deduc- 
tions, such as hospitalization or bonds, subtracted from 
gross pay to obtain net pay. All these calculations are 
solved by one processing of IBM cards through the elec- 
tronic calculating punch. Industrial payrolls involving 
hourly wage rates and piecework earnings can be com- 
puted as well. 


Lightning Adding Machine Co. Inc. offers a portable 
stylus-operated desk model which adds and subtracts by 
direct dialing. Capacity reaches $99,999.99. Answers appear 
automatically, and can be cleared from all dials by pulling 
a lever at the side. The machine itself may be removed 
from its desk base, and is compact and light enough to be 
packed in a brief case. Retail price is $14.95; delivery is 
immediate. 


Marchant Calculating Machine Co.’s model 8EFA Fig- 
uremaster is a fast 8-bank calculator selling for $715 plus 
tax. Available also in 10-bank capacity at $815, the Figure- 
master, through the use of proportional gears, attains a 
speed of 1,300 calculating cycles a minute. Marchant per- 
mits audit proofing of all factors in every operation—even 
the keyboard entry appears on one set of dials. Other fea- 
tures include: “phantom touch” key action, no-glare key- 
board, constant negative multiplication, automatic division 
line-up, automatic point off of decimals, and flexible key- 
lock which permits operator to lock a constant in any 
column, enabling other amounts to be set up and cleared 
from any remaining columns. 


National Cash Register Co. announces addition of eight- 
een new adding machines to its present line of over thirty 
models. The new machines include the shuttle carriage 
model for listing two columns of figures side by side, the 
duplex machine with credit balance in both totals and selec- 
tive add and subtract control bars, the split-platen desk 
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model bookkeeping machine with complete carriage control, 
and additional single-total and two-total desk-model 
bookkeeping machines. 

The National adding machine combines eight features: 
automatic clear signal, subtractions in red, automatic credit 
balance, automatic space-up of tape, large answer dials, 
easy-touch key action, stair-step full-visibility keyboard, and 
“rugged-duty” construction. Delivery on most models can 
be made within thirty days. 


Odhner Sales Inc., distributor for “Original-Odhner” 
calculating machines, announces that this Swedish-made 
product is at present immediately available, and that its 
prices range from $115 to $230. The Original-Odhner is 
a manual lever-operated machine suited to offices where 
high speed is not essential. Figures are entered by aligning 
levers next to the desired numbers listed along their slots. 
In multiplication, one factor is set in this manner, while 
the other is entered by counting crank-handle turns in 
successive carriage positions from left to right. Automatic 
lever-set transfer, a feature with Odhner, permits any re- 
sult showing on the main dials to be automatically set on 
the lever-board, for further computation, by rotating an- 
other crank. 


Plus Computing Machines Inc. offer both “Rapid Adder” 
adding machines and “Figureflow” calculators. The latter 
incorporates a keylock device which automatically locks 
the keyboard when a mis-operation occurs. Other features 
of the Figureflow include: keylock release and clearing 
lever in one unit; new plunger keys with lower one-piece 
keyboard for better finger control; color-related keys; wide 
spaces between keys and clearing lever; large answer-dial 
figures; visibility of figures at all angles. The model 909 
Tigureflow (illustrated) is priced at $400. 

Plus Inc.’s Rapid Adder has only five horizontal rows 
of keys. Users wishing to enter the figures 6 or 8, for 
example, must twice enter 3 or 4. According to the com- 
pany, an experienced operator works faster, and prefers 
to remain, below the sixth level. With the Rapid Adder her 
hand need not reach up for 8’s and 9’s and down again 
for l’s and 2’s. The model 509 (illustrated) sells for $150. 
Rapid Adders are also available in 6- and 12-column 
models. Delivery at once. 


Remington Rand Inc. offers the model 98 printing calcu- 
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Now you can buy 


Burroughs adding machines 


and cash registering machines 


from your local dealer 


as well as from your 
Burroughs representative 


Burroughs now, for the first time, will make its add- 
ing machines and cash registering machines available 
through dealers in communities in all parts of the 
United States and Canada—as well as through its own 
sales offices and representatives. 


This new policy stems directly from the rapidly ex- 
panding needs of business. Today more people are 
using business machines—and more businessmen 
need figuring machines—than ever before. Burroughs 
is answering this challenge with the highest produc- 
tion rate of precision-built products in its history. 


To make this greatly increased production conven- 
iently available to more people, in more places, 


Burroughs is supplementing its own selling organi- 
zation by appointing a coast-to-coast network of 
carefully selected dealers. 


The extensive line of hand and electric models sold 
by dealers will carry the standard Burroughs guaran- 
tee—and the Burroughs factory-trained service organ- 
ization will be available to maintain these machines 
on the same basis as those sold through Burroughs 
branches. 


Wherever you are, you'll find it easier than ever to do 
business with Burroughs. So whatever your adding 
or cash registering needs, look first at a Burroughs. 
Simply call your nearest Burroughs office, or see your 
local Burroughs dealer. 


BURROUGHS ADDING MACHINE COMPANY, DETROIT 32, MICHIGAN 


WHEREVER THERE'S BUSINESS THERE’S Bu rroughs ~ 
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Tools of the Office 


lator—a machine which multiplies and divides automatic- 
ally and produces a printed record of all figures used. A 
new multiplication “short cut” button speeds multiplica- 
tion. Division can be carried automatically to as many as 
10 decimal places, but can be halted during the process 
when a sufficient number has been reached. A space key 
controls the position of keyboard amounts without printing 
unnecessary ciphers. By means of a correction backspacer, 
all or part of an entered figure may be removed. 


Swift Business Machines Corp. offers a compact machine 
having two newly-added features. A new mechanical gov- 
ernor permits faster operation of the short-stroke handle. 
A light new error key permits back spacing for multiplica- 
tion up to nine significant figures. 

The Swift weighs 6% pounds and adds and multiplies to 
$9,999,999.99. Little larger than a desk telephone, the ma- 
chine has an all-steel case, a standard 10-key keyboard, 
visible adding dials for continuous totals, large-size pica 
type, red totals and sub-totals, and a non-print lever. The 
Swift is available for immediate delivery and retails for 
$99.50, plus tax. A new zipper leatherette traveling case is 
optional at a small extra charge. 


Underwood Corp. manufactures the Underwood Sund- 
strand printing calculator. This portable electric machine 
is designed for visible tape listings of automatic multiplica- 
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From the top and from the left: 
A model of Swift Business Ma. 
chines, Inc.; National Cash Regis. 
ter’s 51 EN Duplex; Addo Machine 
Co.’s 341E, and Odhner Sales 
Inc.’s Model 127. Plus Model 909 
and the stylus-operated model of 
Lightning Adding Machine (Co, 
IBM’s electronic calculating punch 
Model 604 


tion, division, addition, and subtraction. It has pre-set 
automatic keyboard clearance, automatic totaling, decimal 
scales and indicators for multiplication and division, adding 
and subtracting with credit balance, automatic sub-totaling 
and totaling, plus a 10-key keyboard. 

Underwood has twenty-four basic models including port- 
able electric register machines having direct subtraction 
credit balance and a 3-point control feature whereby three 
motorized keys perform six functions: addition, subtraction, 
non-adding, sub-totaling, totaling, and printing credit bal- 
ances either as sub-totals or totals. They are available 
electrically in 8-, 10-, 11-, or 13-column capacities, and 
manually in 6-, 7-, 8-, and 10-column capacities. Other 
Underwood models include portable electric duplex ma- 
chines with either stationary or shuttle carriages which 
figure in two columns simultaneously or independently, 
and portable posting and figuring machines for accounting 
applications in smaller business organizations. 


Dictating 
Machines 


American Dictating Machine Co., Inc., exclusive national 
distributors of the Rex Recorder, offers their product in 
three units: the dictating unit, complete with microphone, 
which sells for $265; the transcribing unit, with choice of 
headset and footpedal, also for $265, and the combination 
unit, coupling the dictator and transcriber, for $300. 

Among Rex Recorder’s features is erasable magnetic re- 
cording, which permits discs to be re-used “10,000 times of 
more.” The manufacturers point out too that spot correc- 
tions can be made by dictating over mistakes, that simplic- 
ity of construction—no turntable, few parts, fixed recording 
head—greatly reduces repair work. Other features include 
“immediate access to all parts of recording; perfect marking 
of length of letters and corrections; word, phrase, or sen- 
tence backspacing, and stopping and starting without clip- 
ping of words or noise interference.” 


Amplifier Corp. of America manufactures Magnemite, 2 


portable battery-operated tape recorder and playback unit 
which weighs 93% pounds and measures 11% x 8% x 5% 
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Above: Pentron Corp.’s multi- 
speed portable tape recorder. 
Right, above: Ampro Corp.’s 
tape recorder, and (below): a 
model by Amplifier Corp. of 
America. Far right: Dictaphone 
Corp.’s Time-Master. 


inches. The unit’s high-gain amplifier is said to pick up a 
normal speaking voice 100 feet from the microphone, and 
requires no preliminary warm-up. 

Magnemite’s spring-wound motor, designed for noise- 
less and vibrationless performance, runs 15 minutes on a 
single winding, and may be rewound during operation. A 
warning light flickers approximately 2 minutes before re- 
winding is required. The recorder comes in a two-tone 
leatherette case which gives no hint of its function when 
closed. Magnemite units are designed for operation in any 
position, including upside down, and while in motion. 

Power is supplied from self-contained dry batteries said 
to last 100 hours without replacement. At the tape speed 
of 1% inches per second, two full hours of recording time 
can be accommodated on one 5-inch reel of standard %4-inch 
tape. Playback is accomplished through crystal earphones. 
Optional accessories for the Magnemite include instantan- 
eous tape demagnetizers for erasing recorded reels, and 
shoulder-strap carrying cases with extra accessory com- 
partments. 


Ampro Corp. has just announced a new, restyled Model 
731 tape recorder. Weighing 17 pounds and designed for easy 
carrying, Model 731 will carry up to two hours of recording 
on one 7-inch reel. Quality of reproduction is described as 
sensitive—offers ability to run repeated messages through 
use of continuous tape magazine. Price $119.75. 


Dictaphone Corp.’s Time-Master dictating machine is an 
electronic device using expendable plastic belts as its re- 
cording medium. The Time Master is portable, weighs 
approximately 16 pounds, and is available with either hand 
or desk microphones. The machine is capable of recording 
telephone conversations, interjecting an intermittent “beep,” 
as required by the Federal Communications Commission. 

Recordings are made on “Dictabelts,” endless plastic 
belts costing 4 cents each. Designed to hold 15 minutes of 
conversation under normal conditions, adjustments on cer- 
tain machines enable the belts to record up to 30 minutes 
of dictation. The belts are mailable and suitable for filing. 

Price of the Time-Master is $340. The companion trans- 
criber costs $340 too. Dictaphone Corp. also manufactures 
the Telecord system of dictation—a network of telephone 
Stations linked to a single recording machine for use in 
sections where dictation is done infrequently by each indi- 
vidual. 
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Dictex Corp. offers a dictating-transcribing unit which 
utilizes the magnetic recording principle. Recording is done 
on a new-type pliable belt that is re-usable many times 
without reprocessing. The belts, according to Dictex, may 
be slipped into ordinary envelopes for mailing. They hold 
10 minutes of dictation each. 

Dictex units weigh 11 pounds, and occupy desk area 
measuring 6 x 10 inches. 

In correcting errors, the operator returns to the start of a 
mistake, and dictates the correct message over the wrong 
one. For transcribing, the user flips a switch, listens with 
the ear set, and manipulates a foot switch to control the 
machine. The price, including all accessories, is $279.50. 


Thomas A. Edison Inc., maker of TeleVoice dictating 
systems, announces that its product is available for immedi- 
ate delivery, and that the price varies in each case with the 
size of the installation. According to a survey made by 
Edison of the first 25,000 TeleVoice users in the United 
States, the average cost per dictator was $141. 

Main elements of the TeleVoice system are the telephone 
for dictation, the recorder, and the transcriber. The tele- 
phone stations are available in desk or vertical wall models. 

In dictating, the user speaks into the phone in the regular 
manner. A talk switch near the mouthpiece starts and 
stops the disc turntable on the recorder, which may be 
located on a secretary’s desk any distance from the phone. 
A playback and correction button enables the dictator to 
listen back, and allows for corrections when used in con- 
junction with the talk switch. 'When a phone is put to use, 
a warning light shines on all other phones hooked to the 
system warning others that the line is busy. 

For smoother operation, more than one recording machine 
may be advantageous on a secretary’s desk. The ratio 
between recorders and telephones depends upon the work- 
load involved. A buzzer in the recorder warns the secre- 
tary to change discs.” The manufacturers estimate that the 
average TeleVoice secretary spends 45 seconds a day tend- 
ing to each recording machine. 

A desk-top TeleVoice recorder, together with one dic- 
tating station, retails for $760, plus tax. 

Gray Mfg. Co.’s Audograph Soundwriter, operating on 
110-volt AC or DC current, is an all-electronic dictating 
machine using thin, interchangeable plastic discs of three 
sizes. Single discs hold up to a full hour of recording. 
The unit's roller-type drive eliminates turntable, and gives 
constant disc surface speed at the point of recording. 
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From the left: Webster-Chicago model 228; Magnetic Recording Industries’ Voice 


Master, and Gray Mfg. Co.’s Audograph Soundwriter 


American Dictating Machine Corp.’s Rex Reeorder; the Permoflux tape dictating machine 
of Seribe Corp., and the Peirce Model 265 


Audographs are designed primarily for dictating and tran- 
scribing. They are adaptable too for confidential telephone 
recording, multi-language conferences, recordings of sales 
meetings, interviews, and rehearsing of speeches. Weigh- 
ing 16 pounds, the machine is designed for use in cars, and 
on ships, trains and planes. Manila envelopes, for mailing 
discs, go by regular first class or standard air mail. 

Features of the Master or Executive models include: 
one-lever operation; radio-type playback dials for audible 
scanning; start-stop control through hand microphone finger 
bar; correction and “end” markings by perforating index 
strip; and light telling dictator his voice is recording 
properly. 

Features of the transcribing models include: illuminated 
index, showing corrections and length of dictation; the 
word selector dial which provides audible scanning; vol- 
ume control on the on-off knob, plus a switch for upping 
or reducing minimum volume; finger tip or foot control of 
stop-start and playback, and seven types of listening devices. 
Audograph transcribers are available in a variable speed 
model on which recordings can be slowed or speeded to 
give perfect clarity. 

Gray also provides low-cost dictation facilities for occa- 
sional users through its PhonAudograph telephone dictation 
system. 


Magnetic Recording Industries manufacture Voice-Mas- 
ter dictating machines and discs. Describing their products, 
they say, “Voice-Master ‘Magic Discs’ let you ‘change your 
mind.’ When a letter is dictated, changes can be made 
simply by talking over the unwanted words. They auto- 
matically vanish; the new words take their place. Your 
secretary, therefore, is assured of always receiving perfect 
dictation resulting in quicker and easier transcription.” 

The Voice-Master weighs 11 pounds and is portable. Discs 
are designed for mailing. The manufacturers maintain 
authorized agencies in major cities to provide service for 
the instrument. 

Price of a complete dictation-transcribing installation is 
$254.50; a dual machine installation, $461. Delivery in 
approximately 30 days. 


Miles Reproducer Co., Inc. offers a line of portable re- 
cording devices small enough to fit in a brief case. Called 
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“Walkie-Recordalls,” their weights range from 8 to 15 
pounds, prices from $350 to $890. Powered with built-in 
miniature batteries, the Walkie-Recordall is designed to 
operate in an open or closed brief case, while in motion, 
and at any angle. Its sensitivity range is said to extend 
40 feet. 

Recording is done on “Sonabands,” endless, non-inflam- 
mable plastic belts designed to hold from 90 minutes to 4 
hours of conversation, depending upon the model size. 
Sonabands need no reels, and may be mailed, indexed and 
filed. 

Additional operating features include single 3-position 
control for recording, playing back, and lifting stylus; 
voice-activation control which automatically starts and 
stops recording without personal supervision; volume and 
speed controls; earphone or loud-speaker playback; “start- 
top” and fast “forward-go-bask” controls which quickly 
locate any part of a 4-hour recording, and a power pack 
which permits the instrument to be connected with any 
wall socket. 


Peirce Dictation Systems manufactures a line of elec- 
tronic dictation and transcription devices which permit the 
correction of errors through magnetic erasing. If the user 
mis-speaks a word he simply redictates the passage. 

Dictation is recorded on special “wire-o-matic” cartridges 
which may be used many times. Cartridges are available in 
15-, 30-, and 60-minute capacities. 

Pierce transcribers have a foot control which operates 
the machine when pressed, and which backs it up for re- 
checking when released. Price of the model 265 dictator 
is $365; price of the model 270 transcriber is $315. 


Pentron Corp. offers a multi-speed portable tape recorder 
newly re-styled by Painter, Teague and Petertil, designers. 
The recorder, with all accessories, weighs 27 pounds, and 
sells for $179.50. Delivery in one week. 

Multi-Speed’s features include push-button speed chang- 
ing; automatic amplifier equalization in either speed; “super- 
speed” rewind and forward speeds; push-button editing for 
correcting any portion of the tape while playing; interlock 
switch which prevents accidental erasure or tape spillage; 
record and erase heads designed to prevent tone distortion; 
crystal microphone, and jacks for auxiliary speakers of 
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. Telephone dictation with FULL CONTROL! 
elepnone aiciation Wi 
ate PhonAudograph is the new method of tele- through years of research. It is made possible 
phone dictation that gives you “full control.” by Audograph’s own unique advantages, plus 
lec PhonAudograph offers your firm greater startling new developments (the ‘built-in & 
the efficiency and economy, by streamlining dic- nye for example, for fully automatic re- 
iset tation procedures. Several “low-volume” dicta- setting of the stylus after listening back). Only 
tors are connected to one recording unit and one now, with final achievement of full control, are 
ges secretary. They can produce more—at less cost! we prepared to offer PhonAudographs for use 
e in : ae in modern business. 
For the first time, telephone dictation is odern b os 
ates made completely practical. For Phon- Naturally, youll want more complete infor- 
re- Audograph gives the dictator the control mation on this newest electronic miracle. Our 
ator a over the central recording instrument that illustrated booklet gives you the whole story, 
“off the ower he has always needed! For your copy. simply write to The Gray 
der on the same phone! This exclusive feature — full control — has Manufacturing Company, Hartford 1, Conn., 
ers. Simplified push- been the goal of our electronics engineers and request PhonAudograph Booklet $-8. 
and button controls! ‘ 
wee | Get th lete story — write tod 
_ Coe \ e complete story lay 
Der- a. 
for 
ock PHONAUDOGRAPH* and AUDOGRAPH® sales and service in 180 U. S. cities. * 
ge; See your Classified Telephone Directory under “Dictating Machines." Canada: 2 
yadete Northern Electric Co., Ltd. Abroad: Westrex Corp. (Western Electric Co, export 
ion, affiliate) in 35 countries. PhonAudograph and Audograph are made by the Gray Manu- z 
or facturing Company—established 1891—originators of the Telephone Pay Station, - ‘ = 
. *TRADE MARK REG. U.S PAT. OFF 
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From the left: the Walkie-Recordall of Miles Reproducer; Soundscriber Corp.’s Tycoon; the Televoice unit of the Edi- 
son Televoice system; and Dictex Corp.’s dictating and transcribing machine. 


amplifiers. With a tape speed of 334 inches per second, 
a 7-inch reel will hold two hours of continuous dictation. 
The unit’s other speed is 7% inches per second. 

An optional feature of the Pentron recorder is a foot 
pedal attachment which lists for $17.50. Describing it, 
Pentron says, “Instant start and stop is provided with this 
simple attachment. The installation can be made in a mat- 
ter of minutes with a screw driver.” Heart of the pedal is 
a plunger-type mechanism which starts and stops the re- 
corder each time the pedal is pressed. 


Scribe Corp., in listing the features of its Permoflux 
tape dictation machine, points to the following: “1) Accu- 
rate time dial and automatic backspace. 2) Erasure of errors 
by re-dictation. 3) Dictation and transcription with one 
unit. 4) Tape needs no processing. 5) Removable maga- 
zine—can be changed in seconds. 6) Thirty minutes’ dic- 
tation with one magazine. 7) Tape can be re-used thou- 
sands of times. 8) Can be adapted for telephone pickup 
and conference recording.” 


List Price of the Permoflux, with one magazine of tape, 
is $329.50. 


SoundScriber Corp. offers the Tycoon series recorder, 
and the Lady Tycoon transcriber. These electronic dictat- 
ing machines feature direct gear drives sealed in special 
lubricants. SoundScriber discs are of green Vinylite, and 
are designed to rotate at the long-playing speed of 33 1/3 
r.p.m. They can be played on LP phonographs. 

The Tycoon unit features as well illuminated indexing, 
and indexing done directly on the disc. It can copy one 
record from another, and is housed in a light-weight mag- 
nesium case. Its “quick review” feature enables the user 
to listen back to his last few sentences by a flick of the 
microphone switch itself. 

A “television” indexer in the Lady Tycoon transcriber is 
designed to eliminate squinting for the beginnings and end- 
ings of letters, and for the locations of corrections. The 
indexer is a visual, illuminated feature which magnifies 
indexing work 2% times. 


Webster-Chicago Corp. introduces its model 228, a new 
wire recorder which will retail for less than $150, complete 
with microphone. The machine features a new foot control 
which permits the operator to rewind by pressing it. Web- 
ster-Chicago points out that this leaves the dictator free to 
use his hands for writing, referring to correspondence, and 
answering the telephone. In addition, a hand-control 
microphone provides forward and stop controls. 

Other features of the model 228 include 2-button con- 
trols, one for dictation, the other for transcription; an 
elapsed-time indicator which counts off quarter-minute 
periods for a span of 15 minutes; an automatic reproduc- 
tion-switcher which routes sound from the speaker to the 
headphones when the headphones are plugged in, and a 
wire-transport mechanism designed to prevent snaring and 
spilling of wire. The machine is compact and portable, 
weighing 20 pounds, and measuring 11 x 113% x 5 & inches. 
A carrying case is available if desired. 
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Microfilm 
Equipment 


Burroughs Adding Machine Co. announces a new en- 
dorser attachment for their line of Bell & Howell microfilm 
recorders. The endorser automatically certifies the receipt 
of checks before they are placed before the camera and 
photographed. 

Along with the recorder and endorser, Burroughs offers 
its electrically operated reader, which features treadle con- 
trol. The reader, too, is manufactured for Burroughs by 
Bell & Howell Co., makers of photographic equipment. 

The Bolsey Corp. of America offers the V.E.U.—visual 
education unit—portable microfilmer and projector. The 
unit is equipped for making, as well as projecting, perma- 
nent film records. The area covered by the camera when 
in its normal position measures 9% x 14 inches. However, 
it is possible to microfilm documents larger than that by 
swinging the camera arm around to photograph papers 
placed on the floor or tacked on a wall. 

The Bolsey Micro-Reader is an integral part of the unit. 
It projects microfilmed documents back to their original 
size onto the base board. For larger showings, when more 
than one person is to view the microfilm, the Reader 
projects on a wall or screen. 

The entire V.E.U. kit comes packed in a carrying case 
weighing 1634 pounds complete. The kit includes a Bolsey 
B camera and accessories, lights, foot switch, cable release, 
combined stand and screen, Micro-Reader, and reading 
hood. The unit retails for $195, and Bolsey reports quanti- 
ties are limited at this time. 

Diebold Inc. introduces a new 20-pound portable micro- 
film camera to its Flofilm line of microfilm equipment. The 
Flofilm portable is a “flow-type” camera. It will accept 
copy up to 11 inches wide and of any length. It will “micro- 
film faster than any operator can feed,” its manufacturers 
say. 

Another feature of the new portable microfilmer is 
magazine loading. “Different types of copy can be micro- 
filmed on different rolls simply by changing the 16mm film 
magazine,” Diebold explains. “No film loss whatsoever 
results from changing magazines.” It is designed to accom- 
modate records of mixed sizes and weights up to cardboard 
thickness. 

The camera comes with a carrying case which unfolds to 
serve as a base during usage. Price of the unit is $750. 
Diebold manufactures other microfilm cameras; also read- 
ers, film and paper processors, and film-to-paper enlargers. 

Filmsort Inc. combines two record mediums—microfilm 
and file cards—in its service, Filmsort aperture cards and 
jackets. The aperture card provides a space, or “window,” 
into which frames of 35mm microfilm are inserted. Plain 
index cards may be used, or selective systems such as 
IBM, McBee Keysort, E-Z Sort, Visi-Record, and others. 
Film sort does not supply cards, but the equipment and the 
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Top, from the left: Burroughs 
Adding Machine Co. Burroughs- 
Bell & Howell Microfilm Re- 
eorder; Recordak’s Bantam mi- 
crofilmer; the Remington Rand 
Dual Film-A-Record Model 12; 
the Bolsey Microfilmer; the 
Filmsort microfilm filing sys- 
tem; Micro Record developing 
tanks; and the Diebold Flofilm 
portable microfilm camera 


exclusive process to prepare cards for microfilm insertion, 
Films can be inserted by hand, or with a Filmsort mounter 
which weighs 12% pounds and meaures 5% x 11 inches at 
its base. 

Where files which consist of many bulky pages are micro- 
filmed, Filmsort recommends its special jackets. The Film- 
sort jacket is a card to which one or more sleeves of opti- 
cally clear cellulose acetate are attached. Strips of film— 
either 16mm or 35mm—can be easily inserted within the 
acetate sleeve. The card area of the jacket has space for 
writing or typing entries. 

Filmsort apertures or jackets are quickly viewed in either 
“Inspector” or “Surveyor” viewers. The Inspector, a desk 
model, weighs less than 20 pounds, has an 11 x 11 screen, 
and is available in magnifications of 16 or 22.5. The Sur- 
veyor is custom built for large-size copy. It comes in two 
models with screens measuring 18 x 24 inches or 24 x 36 
inches, and variable magnifications from 10.5 to 22. It is 
used primarily to bring drawings back to original size or 
bigger, or to view any large documents. 


Micro Record Corp. manufactures an automatic, portable, 
motor-driven microfilm developing kit which affords day- 
light operation. As Micro Record puts it, their tank “pro- 
vides a simple, efficient, economical and speedy means for 
processing long lengths of film where the quantity of film 
involved does not warrant the expenditure . .. required for 
the more highly productive installations.” 

Film can stay within the confines of an office, Micro 
Record adds, with no possibility of confidential records 
being seen by unauthorized persons, and with the danger 
of losing film in transportation eliminated. 

After film is placed on spindles in the developing tank, a 
light trap is placed over the film and all processing is com- 
pleted in daylight. Separate tanks are provided for the vari- 
ous solutions, and the mechanism, with the film in motion, 
is transferred from tank to tank in the proper time and 
sequence. Washing is accomplished in a tank with a hose 
attachment that can be secured to any water faucet. 

The kit measures 13% x 554 x 10% inches, weighs 11 
Pounds, and requires 1 gallon of solution while operating. 
Prices vary from $150 to $237, depending upon developing 
capacity. Micro Record film driers sell for $65, $76, and 
$125, again depending upon capacity. 
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Remington Rand Inc. announces the newest machine in 
its microfilm equipment line—the model 12. This new unit 
contains a built-in camera having the ability to change 
lenses for different diameters of reduction. 

The camera is fast, feeding 125 paper feet per minute. 
It will photograph any document 15 inches wide by any 
length, and will film both sides of a paper simultaneously. 
Model 12 works with either 16mm or 35mm film, and can 
be set to utilize just one half of the film at a time, for 
economy. Built-in rollers are designed to separate papers in 
the feeding area to prevent overlapping of documents. 

Recordak Corp. offers a new addition to its line—a “Ban- 
tam” microfilmer. A compact unit occupying a little over 
3 square feet of desk-top space, the Bantam offers “high 
speed microfilming and new film economies through higher 
photographic reduction ratios.” Four interchangeable lens 
kits are available to provide reduction ratios of .19-to-1, 
24-to-1, 32-to-1, and 40-to-1. The 40-to-1 reduction ratio is 
the highest available in any micro-filming equipment today, 
Recordak says. 

Microfilm records can be reproduced in the Bantam by 
either the standard method of utilizing the full width of the 
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Tools of the Office 


graphing down one-half the film width and then up the 


other half. 


Manufacturers’ 


ADDING & CALCULATING MACHINES 


Addo Machine Co. 
145 West 57th St., New York 
R. C. Allen Business Machines, Inc. 
678 Front Ave., N.W., Grand Rapids 4, 
Mich. 
Barrett Adding Machine Div. 
Monotype Building, 24th & Locust, Phila- 
delphia 3, Pa. 
Burroughs Adding Machine Co. 
6071 Second Ave., Detroit 32, Mich. 
Calculator Company 
100 Hudson St., New York 13, N. Y. 
Calculator Equipment Co. 
Orange, New Jersey 
Clary Multiplier Corp. 
408 Junipero, San Gabriel, Calif. 
Felt & Tarrant Mfg. Co. 
1735 N. Paulina St., Chicago 22, Ill. 
Friden Calculating Machine Co. 


2350 Washington Ave., San Leandro, Cal. 


Hiatt-Bush Co. 

P. O. Box 1571, Tulsa 5, Okla. 
International Business Machines Corp. 

590 Madison Ave., New York 
Lightning Adding Machine Co., Inc. 

1260 West 2nd St., Los Angeles, Calif. 
Marchant Calculating Machine Co. 

1475 Powell St., Oakland 8, Calif. 
Mercury Business Machines Co., Inc. 

119 Lafayette St., New York 12, N. Y. 
Monroe Calculating Machine Co. 

555 Mitchell St., Orange, N. J. 
National Cash Register Co. 

Main & K Streets, Dayton 9, Ohio 
Odhner Calculator Co. 

210 Fifth Ave., New York 
Plus Computing Machines, Inc. 

5 Beekman St., New York 7, N. Y. 
Remington Rand, Inc. 

315 Fourth Ave., New York 
L. C. Smith & Corona Typewriters 

3200 Smith Bldg., Syracuse |, N. Y. 
Swift Business Machines Co. 

Great Barrington, Mass. 
Underwood Corporation 

| Park Ave., New York 16, N. Y. 
Universal Business Machines Corp. 

River Road, Middletown, Conn. 
Victor Adding Machine Co. 

3900 N. Rockwell, Chicago 18 Ill. 


MICROFILM EQUIPMENT 
Bolsey Corp. of America 

118 East 25th St., New York 
Burroughs Adding Machine Co. 

6071 Second Ave., Detroit 32, Mich. 
Diebold, Inc. 

1411 5th St., $.W., Canton 2, Ohio 
Filmsort, Inc. 

50 South Pearl St., Pearl River, N. Y. 
Graphic Microfilm Corp. 

112 Liberty St., New York 7, N. Y. 
Griscombe Corp. 

50 Beekman St., New York 
Hall & McChesney, Inc. 

Oswego Blvd. & Court St., Syracuse, 

Y 


a. 3 
Haloid Co. 
256 Haloid St., Rochester, N. Y. 
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The Recordak Bantam microfilmer will accept documents 
up to 11 inches wide, and a built-in automatic feeder is de. 


signed to photograph 450 check-sized documents per min- 
film for each exposure, or by the “duo method” of photo- ute. 


Priced at less than $2,000, the Recordak Bantam is sched. 


uled for delivery next month. 


List 


Kryptan Corp. 

38 Scio St., Rochester, N. Y. 
Microfilm Corp. 

527 Fifth Ave., New York 
Micro Record Corp. 

20 E. I8ist St., New York 53, N. Y. 
Philadelphia Air Transport Co. 

Patco & Hidge Aves., Norristown, Penn. 
Photo Record Corp. 

100 Court St., Syracuse, N. Y. 
Recordak Corp. 

350 Madison Ave., New York, N. Y. 
Remington Rand, Inc. 

315 Fourth Ave., New York 10, N. Y. 
U. S. Microfilm 

444 Madison Ave., New York, N. Y. 
Western Photo Products 

624 N. Lorraine, Wichita 6, Kansas 
York Microstat Corp. 

444 Madison Ave., New York 


’ DICTATING & RECORDING MACHINES 


American Dictating Machine Co. 

65 Madison Ave., New York 
Amplifier Corp.—Magnematic Div. 

398-66 Broadway, New York 13, N. Y. 
Ampro Corp. 

2835 N. Western Ave., Chicago, Ili. 
Baltimore Dictating Machine Co. 

817 E. 33rd St., Baltimore 18, Md. 
Codit Co. 

3635 Dell Trail, Chattanooga, Tenn. 
Dictaphone Corp. 

420 Lexington Ave., New York 17, N. Y. 
Dictex Sales Co. 

221 N. LaSalle St., Chicago, Ill. 
DuKane Corp. 

St. Charles, Ill. 
Thomas A. Edison, Inc. 

West Orange, N. J. 
Gray Mfg. Co. 

521 Fifth Ave., New York 
Frederick Hart & Co., Inc. 

Poughkeepsie, N. Y. 
International Electronics Co. 

808 No. Broad St., Philadelphia, Pa. 
Magnetic Corp. of America 

756 Milwaukee Ave., Chicago, Ill. 
Magnetic Recording Industries 

30 Broad St., New York City 
Miles Reproducer Co. 

812 Broadway, New York 3, N. Y. 
Paramount Dictating Machine Corp. 

332 Broadway, New York 10, N. Y. 
Peirce Wire Recorder Corp. 

1328 Sherman Ave., Evanston, Ill. 
Pentron Corp. 

221 East Cullerton, Chicago, Ill. 
Permoflux Corp. 

4900 West Grand Ave., Chicago, Ill. 
Sound Recorder & Reproducer Corp. 

1420 Walnut St., Philadelphia 44, Pa. 
Sound Scriber Corp. 

146 Munson St., New Haven, Conn. 
Webster-Chicago Corp. 

5610 Bloomingdale Ave., Chicago, Ill. 
Wireway Corp. of America 

1331 Halsey St., Brooklyn, N. Y. 


TOOLS OF THE OFFICE 
SERIES 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets, 


DECEMBER 
Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


Duplicating machines—all types. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Mailroom equipment and machines, 
and addressing equipment and floor 
coverings. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 
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S de. PEOPLE IN THE NEWS 


min- 


6 
hed. David A. Hillstrom was named to 
the newly created position of chair- eee 


man of the board, and at the same 
time a pres- 
ident of orry- py hi 
ident of Corry: use your photocopy machine more 
Corp. In his annual 
report, the new 
chairman told of the 
completion of a new 
million dollar plant 
in Corry, Pa. He in- 
dicated that the new 
plant, on the out- 
skirts of Corry, 
would be in full 
operation later on this year. A dis- 
posal plant will be built at the new 
plant for eliminating paint and chemi- 
cal wastes. The Corry-Jamestown 
Corp. manufactures office equipment. 
In the organizational meeting the 
following were named officers of the 
company along with Mr. Hillstrom: 
D. Armour Hillstrom, son of D. A. 
Hillstrom, vice-president and general 
manager; C. A. Hillstrom, another son, 
vice-president and assistant general 
manager. Mrs. Oharles A. Williams 
was named secretary; H. H. Keppel, 
treasurer; Ralph E. Larson, a vice- 
president in charge of sales; Roy A. 


Edgren, also a vice-president. For the best photocopies 
Three new officers were chosen re- use K graph Contact Paper 


cently by Addressograph-Multigraph This paper is made by Kodak 
Corp. Thomas C. Woods Sr. was elect- for use in all types of contact 
ed chairman of the board, George C. h : . d ll 
Brainard was voted chairman of the photocopiers. it reproduces a 
documents in dense photographic 


blacks, clean whites . .. with new 
sparkle and legibility. And it’s 
easier, more economical to use— 
no more split-second timing or 
trial-and-error testing. Order it 
...and see for yourself. 


as T.C. Woods; G.C.Brainard; J.B.Ward iXodagraph Comtae? Paper 


executive committee of the board, and 


Tes unnecessary—and expensive—to transcribe 
and records manually when you have 

a photocopy machine standing by. 
It can do the job faster . . . at lower cost. 
And always with 100% accuracy—which ends 


transcribing data fre- 
quently, it will pay you 


to let your p 
machine do this work. 


S. 


eck 


rd 


J. Basil Ward was named as president. “‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 
Mr. Woods succeeds his late father, 
Frank H. Woods Sr., to the board - a! - 
chairmanship. Mr. Brainard, the cor- , 
es, poration’s president since 1946, will Mail coupon \ EASTMAN KODAK: COMPANY 12 
Jor act in a general supervisory capacity in for \ Industrial Photographic Division 
his new position. President Ward, a free booklet : Rochester 4, N. Y. 
member of the firm for forty years, 
will function as chief executive officer. Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 
a- Rush Polgrean and Wayne Journi- Name 
ee gan have been appointed representa- ‘ 7 
7 tives for the west coast states by Wat- ee 
son Mfg. Co., Jamestown, N. Y., manu- | Company rm 


facturers of metal office furniture. They 


> 7 : Street 
will cover the states of California, Ore- 7 
gon, Utah, Arizona, Nevada, Washing- City 
ton and Idaho for the sale of Rol-Dex, ie State. a 


id stock, and contract equipment. 
Mr. Polgrean represented Art Metal | 
Co. for several years in Seattle and Los | 


| 
| 
| 
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here’s a 


free book 
you'd ke 
willing to 

pay for! 


= Uarco’s Encyclopedia 
of PRODUCTION 
FORMS , 


it contains fifty pages of helpful in- 
formetton abovt your fourteen basic 
Production formé, telling... 

@ what the form is 


@ why it’s ysed 

@ where it originates 

@ who uses it 

@thow the copies are 
distributed 

®@ detuils of design 


Production Qrders, Stock With- 
drawals, Matersal s, Rejection 
Reports . . . many of the forms you 
might use in your factory . . . are cov- 
ertd. For each form there’s a Whole 
page devoted to its layout; another 
tells what, where, why, and who uses 
is other pages give distribution and 
a 


esign. 
In other words, if you want to know 


something abou® production forms, 
you can find it in this book. 


Many years’ research on thousands 
of forms are behind it 


Yet Uarco offers this book free! Why? 
Just to help you understand the use of 
these important forms. For in that way 
can you buy them intelligently .. . 
hence gain the real efficiency that the 


right business forms can give you. 


LARCO 


INCORPORATED 


Factories: Chicago; Cleveland; 

akland; Deep River, Connecti- 
cut; Watseka, Illinois—Sales 
Representatives mn all principal cities. 


UARCO INCORPORATED 
Rm. 1620. 141W. Jackson Blvd. 
Chicago 4, Illinois 


Pl d 
ease send rk copy of the Encyclopedia of 
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PEOPLE IN THE NEWS 
(Continued) 


Angeles. Mr. Journigan, a native Cal- 
ifornian, has been a manufacturers’ rep- 
resentative on the west coast for the 
past five years. 


Richard E. Contryman has been ap- 
pointed manager of steel division sales 
for Yawman & Erbe Mfg. Co. Mr. 
Contryman joined the company as as- 
sistant clerk in the Rochester, N. Y., 
sales branch and, upon graduation from 
the University of Rochester, began his 
sales career with the firm. 

In his new capacity, Mr. Contryman 
will assume duties formerly carried out 
by Charles W. Schreiber, who was re- 
cently appointed general sales manager. 


George L. Todd, president of the 
Todd Co., was recently inducted to 
the company’s “Pioneer” organization. 
Ten other Todd employees were simi- 
larly honored. The Pioneers consist 
of employees who have had twenty-five 
years service or more with the firm. 
Mr. Todd joined the company in 1927. 
He became general sales manager in 
1933, executive vice-president in 1944, 
and president in 1946. 

The Todd Co. manufactures checks 
and Protectograph check writers and 
signers, 


Peter P. Shea has been appointed 
manager of the new plastics division 
of Goodall Fabrics, New York. R. F. 
Daughters, formerly sales manager of 
plastics in the industrial division, will 
act as sales manager in the new sec- 
tion. 

Establishment of the division, which 
will handle sales of plastics and coated 
fabrics, was announced by Paul E. 
Carr, exeeutive vice-president. 


Robert C. Moore has been appointed 
president, and Hugh G. Neil secretary 
and treasurer, of Dictation Systems 
Inc., a new company devoted to sales 
of SoundScriber dictation systems. 
This separate organization was estab- 
lished recently by Special Instruments 
Laboratory, Knoxville, Tenn., a Sound- 
Scriber distributor. 


Edward J. Hayne has been appointed 
auditor of the Blaw-Knox Division of 
Blaw-Knox Co. He has been with the 
company since 1944 as an assistant to 
the controller. A native of Freeland, 
Pa., he is a graduate of Lehigh Uni- 
versity, and a member of the National 
Office Management Association. 


Charles F. Watson, controller of the 
Todd Co. Inc., has been elected to 
membership in the Controllers Insti- 
tute, New York. The institute is a 
non-profit organization of controllers 
and finance officers from all sections of 
the business field. With nearly 4,000 
members, it operates 48 chapters 
throughout the nation. 
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tells how on Page 7 


put ‘er here, 


500,000 Mail boxes in 
the United States are your part- 
ners in the fight against cancer. 


A contribution addressed to 
“Cancer” in care of your local 
post office will help guard your 
family, yourself and your com- 
munity. 

Next time you see a mail box, 
“put “er there, partner!” . . . as 
generously as you can. 


AMERICAN CANCER SOCIETY 


Here is my contribution of $...................... 
in support of the Cancer Crusade. 


State 
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modular furniture. 


> * iilion Pending 


_ Rock-a-File MODULAR—the versatile 
office furniture. Precision-engineered for complete 
interchangeability to suit your individual taste and 
personal working habits. 

Here is comfortable, working efficiency com- 
bined with smart, modern appearance that is eco- 
nomical, too. A complete Rock-a-File private-office 
interior actually costs less than a good steel desk, 
table and four-drawer file cabinet combination. 

Any combination of Rock-a-File MODULAR 
units—desk, file, bookcase, waste receptacle, type- 
writer cabinet, corner cabinet and shelf storage 
cabinet — easily connect to companion units to best 
fit your office space. 

Steel construction throughout, available in gray 
or walnut finish—also available in wood with natu- 
ral walnut finish. 


WRITE TODAY. 


AM mk 


a 
We: 


A typical Rock-a-File Steel MODULAR private-office 
interior. Modern in appearance—efficient in design. 


choose the arrangement Just right for you! 


—— a TE ae 
Fe 7 TO ae 
fl = hie a. Fe 


"I Arrange j it. = 


ri - Yourself 


1a ROCKWELL-BARNES COMPANY 


for catalog and name of nearest dealer REE aey Wacker Drive + Chicago 1, Ill. 
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Yes, the 1952 National Business Show will 
be bigger and more dramatic than ever. 


1952 
NATIONAL , 
BUSINESS 

SHOW 


GRAND CENTRAL PALACE 
OCTOBER 20-25 


“Invest In America Week” 


More new products than ever before will. 
be seen by the largest buying audience 


in the world’s capital of business and finance. 


Newspapers, radio, television—continuous 
publicity is telling the story of this 


world-famous exposition. Be sure you are in it. 


*We’ll send you proof on request. 


THE NATIONAL BUSINESS SHOW 7 
33 West 42nd Street * New York 36, N. Y. * PE 6-6760 : 
RUDOLPH LANG, Managing Director | 
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COMING EVENTS 


me 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Systems and Procedures Association 
; of America 
October 20-22 
5th Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


Life Office Management Association 
Conferences 


September 21-23 
Netherland Plaza Hotel, Cincinnati, O. 


September 22-24 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


National Institute of Governmental 
Purchasing Inc. 
October 19-22 
Seventh Annual Conference and 
Products Exhibit, Edgewater Beach 
Hotel, Chicago 


National Business Teachers Assn. 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 
1952 Convention 
New York City 


Industrial Management Society 
November 6-7 
Sixteenth Annual Time and Motion 
Study and Management Clinic, 
Sheraton Hotel, Chicago 


Dissertation on 
Office ““Wolves” 

Hal Boyle of the Associated Press, 
in a recent article explored the prob- 
lem of “that Romeo of the water cool- 
der,” the office “wolf.” According to 
Mr. Boyle’s findings, wolves fall into 
three categories—bookkeepers, junior 
executives, and vice-presidents. Ex- 
cerpts from his dissertation follow: 

“Bookkeepers want to take you for 
a horse race on their day off,’ said one 
girl. ‘Junior executives are careful 
wolves—they want to meet you for a 
cocktail after work «at some out-of- 
the-way side-street bar. 

“‘And vice-presidents? Well, they 
are the pinchers. You have to get 
out of their way.’ 

“This young lady said the two stand- 
ard feminine formulas for dealing 
with office wolves are the classic cold 
shoulder treatment or the play-dumb 
answer, ‘Gee, Mr. Jones, I don’t get 
what you mean.’ 

“But the wise boss will always be 
sure to hire at least one office wolf, 
Purely as a morale factor. He keeps 
the girls amused.” 
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P<-Model.18-A.. 
oi COSC FEES 
Executive’ .” 


No other chair offers such style, 
quality, and value! And no other ex- 
ecutive chair can match the COSCO 
Executive’s six comfort adjustments, 
all made without tools! 

Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du 
Pont ‘“Fabrilite’” upholstery and 
Bonderized, baked-on enamel finish 
in modern office colors. Get full de- 
tails! Mail coupon today! 

HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


*Zone 2: Florida, Texas, and 1] Western states. 


COSCO ci055. 


Good seating . . . in good taste 
...is good business 


Only the ASM EXECUTIVE 


is adjustable in so many 


ways...so easily! 


Also these COSCO favorites: 


Model 15-S Model 20-A 
Secretarial Chair Arm Chair 
$ 32-50 $ 27:50 
($33.50*) ($28.50*) 
’:C CSCS OS SS Se we ewe ee 
HAMILTON MANUFACTURING CORPORATION, 
Dept. Dg, Columbus, Indiana 
; Please send, without obligation, name of 


nearest dealer and complete catalog. 
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OFFICE MANAGEMENT 


.ous with them.” 


Webb & Knapp Offices 
(From page 28) 


ter ceiling material also make a contribution to prope 
sound conditioning in this office, the outer wall 9 
which is faced with teakwood. 

' Mr. Zeckendorf’s office is lighted with Rollo Cole 
used indirectly through eleven white cylindrical su. 
faces, two feet-nine inches deep. Each cylinder js 
surmounted by a transparent Plexiglass dome, ep. 
circled by a ring of 20 spot lights fitted with colored 
lenses (red, blue and yellow). These are placed on 
the roof so that they can be cooled naturally by the 
outside air. 

On one of the recent torrid New York mornings 
when Mr. Zeckendorf had an important visitor, it was 
observed that the blue and yellow lights were in 
operation. While the blazing sun tended to heat up 
the lights that day, it was explained that this combina 
tion would impart a cool appearance to the office. 
The reverse can be achieved on gloomy winter days. 


UNIQUELY SHAPED DESK 


Mr. Zeckendorf’s desk is teakwood supported on a 
bronze frame. Its surface is free of the objects which 
often bulk large on an executive’s desk because phones, 
intercommunication equipment and buzzer signals 
are grouped on instrument panels on each side of the 
desk where drawers generally are placed. Kidding 
reference is sometimes made to the stratocruiser con- 
trol panels, but the fact that Mr. Zeckendorf has 
two outside phones, the intercom hand piece and a 
multi-station intercom board makes this arrangemnt 
worthwhile. The variable lighting system controls are 
also on one of the panels with lighting to suit the 
boss’s mood within arm’s reach. 


Esthetic as well as technical considerations dictated 
the unique geometric shape of the desk. The controls 
had to be within Mr. Zeckendorf’s reach, therefore 
the desk’s front has the lines of a very obtuse angle. 


“Once the control panels were accommodated,” the 
Webb & Knapp architect said, “we were guided by 
esthetic considerations. The acoustical panels sur 
rounding the space are quite powerful in their design, 
and our conception of the desk is felt to be harmoni- 


The architects also felt that a conventional massive 
desk would be out of place in the over all design, so 
the drawers were limited to two small, shallow ones. 
To make up for this, a custom-designed four-compartt- 
ment cabinet is placed close to the desk. Decorative 
touches are limited to a Matisse bronze and an 
eighteenth century vase, which subtly relieve the 
strong angular lines of this interior. 

An interesting feature of the offices of six top ex- 
ecutives is their near standardization. In each case, 
desk and utility surface are at right angles with one 
another. The airplane instrument panel arrangement 
for phone, intercom, clock, etc. is standard too. What 
is also a standard feature of these offices is a free 
standing cabinet which in each case forms the interior 
wall of the office, separating the executive from his 
secretary and the main corridor. The interesting fea- 
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LOW PRICES ON 


tandard forms 


Invoices, Purchasing Orders, Bills of Lading 
81/2” x 73/4” 

We make forms of any size or arrangement of parts— 

including purchase orders, sales slips, checks, state- 


ments, ledgers, etc. Any tolor paper; your imprint 
included in all prices. Prompt delivery. 


Quantity 3 part 4 part 5 part 
5,000 17.90M 21.95M 30.70M 
10,000 12.75M 15.95M 26.25M 


AND THE FAMOUS 


W-2 


REDIfIXT 


4 Part 


Form 1099 in triplicate 5 on Quentite Btenk 


strip. Same prices as 4 part W-2. 


E-Z 
DIAL TAX FINDER 


( Withholding ) $1 4:75 


SCIENTIFICALLY 
DESIGNED 


BIG easy-reading figures at correct 
angle knock out eye-strain. Eye-level 
reading at fixed position. 


COMPACT and 
RUGGED . 


Durable Plexigias, plywood and mason- 
ite, with charts ail lacquered for per- 
manency. Size only 6x 6x7 inches! 


ONE-ARM DRIVING 


Operated capably with EITHER hand, 
while the other hand is making entries 
on the payroll record. 

Convenient knob at side swiftly shifts 
dial to stated wage . . . and there's 
the CORRECT tax, for recording under 
“Exemption Claimed.”’ 


3-DIMENSIONAL DIAL 


Made of Plexigias! Visualizes deduc- 
tions of 0 to 10 of only ONE PAY 
amount at a time. No more human 
element .. . complete accuracy ensured 


at fast! os 

L-2 
COLOR SIGNALS HELP ta 
Immediately . . . when NO DEDUC- 


TIONS, a GREEN signal flashes in 
dial showing that amount of tax to be 
withheld becomes ZERO. 


WITHHOLDING 
TAX FORMS 


Lock Up 


Side Arm Rest $2.25 


same sizes as above, add $50.00 


STANDARD 


ontinuous 
forms 


Highest quality. Delivery 3 to 4 weeks. 
Write for complete information. 
Prices for cash and charge forms. 
4” te 45}6” width 544” Width 
6%” Length 8%” Length 
12 Writing Lines 12 Writing Lines 


Quan. Dup. Trip Dup Trip 
5M 29.50 36.75 40.50 50.75 
10M 44.00 58.50 61.00 81.50 
15M 58.50 80.25 81.50 142.25 
20M 73.00 102.00 102.00 142.00 
25M 87.50 123.75 122.50 173.75 
30M 102.00 145.50 143.00 204.50 
35M 116.50 167.25 163.50 235.25 
50M 160.00 232.50 225.00 327.50 
75M 232.50 341.25 327.50 481.25 
100m 305.00 450.00 430.00 635.00 


OTHER AVAILABLE 
STOCK FORMS 
(Write for prices) 
AUTOMOTIVE 

CASH & CHARGE 

CLEANERS & DYERS 

GAS & SERVICE STATION 
LUMBER DEALERS 
COAL &@ OIL 
RECEIVING REPORTS 


PURCHASE ORDERS 
2 BILLS OF LADING 


for literature and 
free samples of forms. 


egisters. 


for use with 


CONTINUOUS 
FORMS 


7 3 Portable " '¢ 
ALUMINUM REGISTER 


with file compartment 


MODEL FORM SIZE PRICE 
PK.-I 4/4"x544" to 644" 8.25 
PK-2 542"x5%4" to 812” 9.25 


ALL STEEL REGISTER 


with lock compartment 


FORM SIZE PRICE 
4'%4"524" to 61%" 35. 
Siettsie te gite 4 &. . © ia y- 
Bi4"x5?,” to BY4” usiness Osten. oe » 


Turntable $8.00 
WITH CASH DRAWER 30 Vesey Street, Dept. 53 


New York 7, WN. Y. 


August, 1952 
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ture of these seven feet high cabinets is that they give 
the executive a wardrobe, a variety of closet spaces, 
and extra desk space for the convenience of a visitor 
or perhaps an assistant in some temporary capacity. 
The same unit offers handy file cabinet space and a 
variety of utility shelf surfaces for the secretary from 
her side. Once again, glass windows atop the units 
help to create the feeling of greater space than actually 
om exists. 

Out in the corridor the secretaries are equipped 

with identical custom-built desks. Here the features 
are generous working surfaces, fixed typewriter aprons, 
and a rather high barrier around two sides of the 
unit which is lined wth acoustical material to deaden 
4 the clatter of electric typewriters. 
4 It is noteworthy that the offices of these six top ex- 
a ecutives are somewhat under the average size without 
imposing any hardship on the occupant. On the other 
hand, more than average corridor space was allowed 
beyond the row of secretaries’ desks, offering a pleasant 
prospect from and toward the reception area and the 
president's office. 

Generous reception space seems to be even larger 
than it is, because it looks out through floor-ceiling 
windows onto the terrace and skyscrapers beyond. 
Besides space assigned to a receptionist and that 
taken up by Mr. Zeckendorf’s office, this area allows 

: space for the president's secretaries, exhibit space 
r and room for public and private waiting. Only in 

. the case of the private waiting area is there a sugges- 

tion of partitioning, with the result that the waiting 


visitor has a feeling of luxurious spaciousness. He 
can take his ease in one of the deep, comfortable chairs 
representing the public waiting area. Should he feel 
like moving about, he can examine a long strip of 
Kodachrome transparencies that form an almost un- 
broken panorama of the East River sky-line of Man- 
hattan, or wander out onto the terrace where a 45- 
year old oriental Table Pine tree and a famous 
bronze nude by Gaston Lachaise add to the atmos. 
phere of tranquility and luxury. 

Renovating and remodeling operations at 383. 
385 Madison Avenue began three or four years ago 
and included an ambitious plan to unify the twin 
buildings by the creation of a larger and more striking 
lobby interior. Here the new design is in keeping with 
the general building facade which is unusually modern 
for its age. A curved honeycomb ceiling sweeps up 
from normal height in the elevator loading areas to 
a height of two and three-quarters stories over the 
lobby to met the top of a great street window. 

Rollo Color, the variable lighting system capable 
of creating over 500 different shades of changing color 
patterns, is installed behind the honeycomb, or Hex- 
crate ceiling. The system can produce, if desired, 
special visual designs. Wired music is played here 
through the day. 


COMPANIES WHOSE supplies are used in the Webb 
& Knapp offices include: 

Ceiling (acoustical material): Sabenite F, by U. S. 
Gypsum Co., Chicago. (To page 64) 


andi-pen 


" _ 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 


up, too, when you > them with famous Sengbusch Handi-pen desk sets. 
ey save time and en 


empty-pen nuisance—one Handi-pen filling equals 


100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. ; 
And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 
Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 


your staff do faster, better, neater work. See your stationer or write us for. 
further details. 


J « 


‘ ’ P ; 3 . y, 
.  Aallenee with =. — 1 / S 4 


chain for lobby use. 152 SENGBUSCH BLDG.) * MILWAUKEE 3, WIS. 
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travel 


Y . Here’s a Sturgis caster: 2-inch soft rubber 
re wheels; strong plate-type construction; two 
Ld full rows of hardened steel ball bearings 
hee rolling in two separate raceways; self-lub- 
be ricating bronze axle bearings. Swivels and 
. rolls easily—takes plenty of abuse—stays 
Ps in—and is kind to fine floors. 

' 


Sturgis chairs are engineered for keeps. 


You can’t see all the quality engineered into a Sturgis 
chair but it’s there in full measure—and because it’s 
there a Sturgis chair is a long term investment in office 
comfort and efficiency. Today the finest executive, 
secretarial, clerical, guest and institutional metal chairs 
are being produced by The Sturgis Posture Chair Com- 


pany, Sturgis, Michigan. 


You can’t see all 
the quality that's 
engineered into 
Sturgis chairs. 


How many miles a year do you 


in your office chair? 


More than you think. No long trips of course—just short 
jaunts of a few inches to a foot or so. But count them 
some day. Hundreds—even thousands. They add up to 

a lot of mileage, tough mileage, studded with starts, stops 
and turns. Very hard on your “‘tires’”’—or rather your 


casters. 


The point is this: you don’t see the casters on a Sturgis 
executive chair—they’re concealed in a beautifully stream- 
lined base—but they will give you many miles of smooth, 


quiet, comfortable riding. 


August, 1952 OFFICE MANAGEMENT AND EQUIPMENT 


PRE AE TR RW Fe 


S 
ta 
. 

4 
5 

. 


: a 
Be 
“ 


r =< : e act 4 ok aes = 
si ~ i Lf - | | 
el | = fj a b ; 
at << eeS ~ | 
ole a 2. 2 & | : | 
g 7.4 , a ——y | ¥ sees . 
h | : fe’ — | a % | 
n | i f = rans : “ 
ip a 3 aS - 1 4 bys ; 
o TG a ee je. lt . 
1e 1. a ad oa : if 4 : 
“eh. o en ! ; : 
Ke ee a ae : 
le eG ye ' ‘4 p. 
or Bo 73 Ps 
ie - ! . 
X- -k i 
d, 2 yl 
reo] 3 
3 ¢ 
b oh, : 
Ss. | ie | 
) * . r 
lee ——, ae ef | , 
- ae Se : 5 
‘a i ie 
a f a5, 
«a os, ee 
fF « ag 7 
iar ee 
9 a 
ie — ml : 
ee : | 
; 
: . 
br : 7; 
ters 4 
4 | ee eee 
‘ FW alana - . 
ZS iat 
ee YEP | 
[A ; . 
Y & 4 
y U 
\/ 
\. POSTURE CHAIRS ¢-< 
\\ ee ‘ TV i 
Tee teres Reet ek Comper, I> : 
N Ser, Michigan YO 
rT sss \ <a s Px | 
SS TX . 
a ee = 


Ft 
= 
z 
4 
= 


Story 
SHORT! 


Use... 


Snap gesy” 


One-Time 


i Carbon-Interleaved 


A 


oe 


\_\ \ BUSINESS 


FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


TAILOR-MADE .. . to meet 
your special requirements. 


Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a  SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


7 3 DEPT. M, GAVRIN PRESS BLDG. 
New Rochelle + New York 


OFFICE MANAGEMENT AND EQUIPMENT 


Chairs (executive): Schmieg & Kotzian, New York, 

Chairs (lounge): Palmer & Embury, New York. 

Chairs (posture): Cramer Posture Chair Co, Kan. 
sas City, Mo. 

Desks (executive). Wooden desks: — Co,, 
Brooklyn, N. Y. Steel desks: Metal Office Furniture 
Co., supplied by Macey-Fowler Inc., New York. 

Desks (secretarial) : Metal Office Furniture Co, 

Draperies designed for Webb & Knapp by Evalin 
Hill of Knoll Associates, New York. 

Filing cabinets: Filing Equipment Bureau, Boston. 

Floor covering: Carpeting: Hardwick & Magee, New 
York. Tile (rubber): Robbins Floor Products, Inc., 
Tuscumbia, Ala. 

Intercommunication equipment: Modern Tele. 
phone Corp., New York. 


Lamps (desk and decorative) Eglie Co., New York. 

Lighting fixtures: lenses over fluorescent tubes: 
Holophane Co. Inc., New York. Rollo Color installed 
by Duro-Test Corp., North Bergen, N. J. 

Music: Muzak Corp., New York. 

Reception room and occasional furniture: Palmer 
& Embury, New York. 


e 
Marginal Workers 
(From page 29) 
some typing jobs. Others will suggest themselves. 

Most, but not all, of the potential workers in the 
groups we are discussing will be inexperienced, and 
either partly trained or wholly untrained. The level 
of general education is often very low. 

A supervisor who has never previously dealt with 
inexperienced personnel can scarcely imagine the 
total lack of knowledge which he will find. It is 
common to hear such questions as “What is a corre- 
spondence folder?’ or “What is an invoice?” 

Such questions reflect no discredit on the persons 
asking them. No question asked sincerely can be 
properly described as unintelligent. Many questions 
will be asked over and over again. When a girl takes 
a first job, or changes occupations, she is beset with a 
welter of new impressions, new concepts, and new 
ideas which she cannot possibly retain entirely. The 
attitude of some supervisors—that instructions need 
properly be given only once—sounds impressive, but 
has no place in a successful training program. 

Simple training devices can be profitably employed 
in bringing these inexperienced workers to an ade- 
quate proficiency. Samples of filled-out forms, typed 
instructions, lists of shorthand symbols for technical 
words—all these have their uses. ‘Thorough and con- 
tinuing training will result in astonishing progress. 

All of the groups described need a great deal of 
reassurance. They must be told frequently, directly 
or indirectly, when they are doing a job well. Often 
what seems a lack of aptitude is really a fear of error, 
which must be dispelled if the worker is to succeed. 

Older workers sometimes resist training beyond a 
necessary minimum because of the widespread and 
largely incorrect belief that older persons have ex- 
treme difficulty in learning. If the office manager 
can overcome this fallacious mental block, however, 
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he will find that the older person will progress as 
fast as the younger. 

The one great essential in the hiring of marginal 
workers is the office manager’s deep personal interest 


and effort. If he is determined to succeed, he can 
& benefit his company, he can benefit the individual 
; concerned, and he can perform a real social service 
to the community. 


Put Your Office to Work! 


(From page 32) 


est in building good-will, will plan a reference guide 
which can offer a large range of standard color treat- 
ments keyed to different office-personality stylings. 
Today, however, there is no “ready-made” office 
standard which does not leave offices “anonymous” 
in their appearance. Clear and purposeful thought, 
based on the facts of color, is still required of the 
office manager! And more mistakes are made through 
lack of facts than through poor taste or faulty judg- 
ment. 

Among the facts that are basic is the correlation of 
office color—in walls, ceilings, floor covering, fur- 
nishings—and the lighting. 

Today, there are seven types of fluorescent lamps, 
in addition to the incandescent illuminants, which 
have varied effects on the color qualities of surfaces 
they light. For example, some types of fluorescent 
lamps, and incandescent lamps, enhance the appear- 
ance of reds and yellows; most fluorescent lighting 
will make the buffs, rose colors, cream yellows and 


ivory colors look muddy, but will add to the effect of 
blues and greens. 

The accompanying chart lists a series of colors and 
shows light-sources which are desirable for each. It 
also shows light-reflectivity of each color. 


Darker colors tend to absorb light, like a sponge, 
while the pastel tints offer high reflection. The more 
reflection offered, the better result in terms of foot 
candles of lighting intensity from the same fixtures 
and electric-current consumption. However, if walls 
reflect too much light they will dazzle the eye and 
do more harm than good. 

The desirable light-reflection for office areas fol 
lows nature’s rule of greatest light overhead, medium 
light in the middle reaches, and darkest underfoot, 
A rule-of-thumb most frequently observed calls for 
80% light-reflection for ceiling colors (the percentage 
is based on light-reflection of magnesium oxide, the 
whitest substance known), 50% for upper walls, and 
35% for the lower-wall areas subject to scuffing: office 
machines and furniture, and flooring. 

A test of productivity of a card-punch section in the 
Bureau of Internal Revenue showed 5.5°% more forms 
completed after the office received modern color-and- 
lighting coordination, although the forms the girls 
worked with had become more complex during the 
interim. 

Exceptions, however, make all rules-of-thumb en- 
durable. The office with a too-high ceiling can be 
made more livable with a dark color which “brings 
the ceiling down.” The Navy and the Bureau of 
Internal Revenue set the pace in modern color think- 


“Take a good look at a girl who pra can’t 
do her best in a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I’m not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there’s no such 


= : ' “OF 
Mobilwalls cut sound more than 51/2” 
plaster walls! 


Mobilwalls — the most complete line 
of partitions! 
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B) “I'm not easy to satisfy!" 


thing as making-do, because VMP manufac- 
tures the most complete line of movable steel 
seen There's a size and style for every 
ayout, for every need. That's why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's more, 
VMP Mobilwalls are flexible — easily ar- 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Dept. OM 8, 1112 First 
National Bank Building, Pittsburgh 22, Pa. 


Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 
August, 1952 
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| | American Lithofold planned bash’ forms 4 
can SAVE YOU 2 HOURS PER DAY PER GIRL! 


: . ; | FILL OUT AND MAIL © .. 
S SIMPLIFICATION OF FORMS IS THE a THIS COUPON NOW! eS 
Every useless move,everyunnecessarycarriage a. 
return, — .. tabulation and align- — ‘ mene = THe “OR? 
ment is eliminated by American Lithofold Sys-§ > 
tems Engineers. Savings in time and effort a ? LITHOFOLD boner 
planned to free a girl for 2 extra hours of work ao Oe, 
a day. Our proof is conclusive — you have only — 
10 see it to believe it. Get the facts today! 


e Photographic Tracer-Light 
possi 


Send us your informative rie with your plone | 


en ; i ae : . ngs 
SEE PHOTOGRAPHIC PROOF - : Brochure revealing enw 
EYE-OPENING FREE BROCHURE ooo ee aseninn 

ight and stop-watch tests reveal the substantial Company Nome — 

with American Lithofold re-designed forms. These sur- Address 

figures can be duplicated for YOU! : 
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ing for desk tops, choosing a neutral grey that pro- 
vided 35% light-reflectivity, and a manufacturer last 
year introduced desks whose top surface approximated 
that figure. However, too light a desk-top makes it 
difficult to keep the work-surface clean. 

(To be continued in September) 


Cost-Cutting Controls 


(From page 33) 
heavy reference to them is over, usually after three 
to six months. Correspondence files can usually be 
transferred after one year. 
Which records should be microfilmed? 

As little as 2 to 3 per cent of all records of a small 
business are permanent. Records in this category 
usually include general ledgers, tax returns, board 
minutes, and other documents of a legal policy, or 
research nature. Such records should be considered 
for microfilming. When well-planned records de- 
struction periods are established, most records can be 
stored for their full period of retention at consider- 
ably less cost than mircofilming. 

Cost factors of machine rental, film, and personnel 
processing and editing time should be critically 
weighed against storage costs. 

When should retention periods be re-evaluated? 

If stored records are under control, a supervisor 
can make a count of the references to each year for 
each type of record. Once a year the supervisor 
should compare the reference rate with the prescribed 


retention period. Where the reference check shows 
that records are retained for years and there is no 
reference to them, the retention period should be re. 
vised downward. 


Pan-American to Expand Offices 
In Long Island City 


The 9-story Pan-American Airways building in Long 

Island City, N. Y., will shortly undergo large-scale enlarge. 
ment and modernization operations. William Kaufman, 
owner of the building, announced the project following re- 
newal of a 2]-year lease by the airline. 

With approximately 50,000 square feet of space to be 
added, total area within the building will reach more than 
230,000 square feet. Except for street floor space occupied 
by a branch of the National City Bank, the entire building 
will be utilized by Pan-American. 

A 7-story extension wili be erected on an adjoining site, 
a 90 x 100 foot lot hitherto used as a parking area. Floors 
will be joined on each level to fuse the old and new build- 
ings into continuous and integrated working areas. Both 
structures will be air conditioned throughout. 

Architect of the project is Herbert Tannenbaum; engi- 
neers, Edwards & Hjorth, and construction supervisor, 
William Kaufman—all of New York. 


End-of-Page Indicators New Feature 
On Goodrich Typewriter Rollers 


A device designed to inform typists how many lines 
remain on a page has been installed on all new B. F. 
Goodrich typewriter rollers. Called ‘ Page End-icator,” the 
attachment continues to register the number of lines re- 
maining until the end of the page is reached. Red figures 
on a yellow background provide easier visibility. 

Shipman-Ward Mfg. Co., Chicago, is sole national dis- 
tributor for Goodrich typewriter rollers. 


‘ 
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* ERASAG UARD... the typist’s “pal” 


e COMPLEMENTS the function of the ERASER. 
— e With it you can cleanly REMOVE all trace of Errors. 
e SAVES Enough TIME in ONE DAY to pay for itself. 


be 

han 

Died 

ling Smooth Aluminum surface to She does make mistakes . .. 
erase against on both Original and 
site, Carbon Copies. 

OTS 

ild- Curved surface exactly conforms 
oth to curved platen. 

igi- Just place it behind the sheet 
Sor, you wish to erase from. 


Instantly allows letters to be set 
up by supervisors as measurements 
conform to type spacing. 


nes Supplied for Elite or Pica type. 


the Edges do not slip on paper so 
re- can be used for drawing with a 
res pen and positively no blotting. 

is- Many letters confirm that the 


Erasaguard is indespensible for 
eficiency. One Secretary writes, 
“I used Erasaguard for several 
months in an office where I form- 
erly was employed and now I find 
it difficult to get along efficiently 
witheut one. I would like to 
purchase one or two. Is there a 
dealer in this territory?” 


The Erasaguard is a positive ne- 
cessity on every Typist's desk. 


Sold only by Kee Lox Mfg., Co., 
Rochester, N. Y. and Branches, 
Patent 2260089. 


Price $4.20 per dozen, but you 
can have one for yourself by 
sending 35c U. S. Stamps with 


the attached Coupon. Not over ... But she says 
2 on any one Coupon at this “This ERASAGUARD makes erasures so easy that 
price unless 1 doz. or more is 
ordered. It’s My Real P. al’” 
ee Te eS eT ' 
You Need a PAL? | Kee Lox Mfg. Co., Rochester 1, N. Y. ome. | 
lens as eae cn ge re Dozen 
ERASAGUARDS Elite 1 Pica (] | 
” he eee Te U. S. Stamps | 
ee agape (ODL meee ; 
THANKS ] IN ho doardcsra vein sikh’ dace aratibacess Ck VA eco ee Skies Mule hoe aah tine are ema | 
° DES 2 ad wai elbkta Sepuinyia » ane a ata Rear enna De riikiws ca xed sorcerer ! 
You will thank us, too SOI BW ik has wknd oss Keea an kas Cee Rn ede anes eee eeee Ee Renee ees 
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aluminum 
chairs 


When you buy FINE-REST you buy more than a 
chair—you buy eye appeal, top quality, durability, 
and a return on your investment. Best of all, your 
investment will be surprisingly moderate. 


Why not write us for free descriptive literature and 
the name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


Fe See 


Dishibulor Mernovoutan Ww. ¥. & ExbonT visTaimUTOR 
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General Foods’ Directory 
(From page 34) 
mail code number alongside the name of each ind}. 
vidual listed. Such code numbers simplify addressing 
of inter-office and inter-plant mail as well as its sort. 
ing and delivery. 

Outside front and back covers of the booklet are 
illustrated with cutaway floor plans of the two build. 
ings in which General Foods departments are housed, 
Ten floors in 250 Park Avenue, and four floors in 
383-385 Madison Avenue are shown, with symbolic 
drawings to indicate the location of the various de. 
partments or divisions of the over-all corporation. 


For instance, a sketch of a sheet of paper passing 
through a set of duplicating machine rolls, plus the 
word “Reproduction” tells the reader that the dupli- 
cating department is located in the approximate cen- 
ter of the fourth floor at 250 Park Avenue. Silhouettes 
of two freight steamers aptly point out the location 
of the company’s Export Division. Personnel, payroll, 
transcription pool, research—all the segments of this 
huge organization are symbolized in the plan. 

The directory used to be printed every three 
months, but now comes out twice yearly. It is pro 
duced by Varityper and Multilith machine with a run 
of 2200 copies. Changes are speedily made on the 
Multilith masters. 


Electronics—Sarnoff 
(From page 20) 


points before reducing them to words and figures. 
The capabilities of our existing means of communica- 
tion for swiftly transferring large quantities of in- 
formation in electronic form is still far from being 
fully utilized. 

These modern robots promise to revolutionize and 
simplify the clerical operations of insurance compa- 
nies, banks, tax bureaus, stock exchanges, and business 
in general. For example, in merchandising organiza- 
tions, a single electronic computer can do the com- 
bined accounting of receivables, payables, purchases 
and stock controls. 

These possibilities and applications are by no means 
in the dream stage. During and after World War II, 
great impetus was given to these “super-grain ma- 
chines” for use in the fields of aerodynamics, guided 
missiles and ballistics. 

A year and a half ago, after many months of research 
and engineering, RCA scientists completed the “Ty- 
phoon”, a computer of the analogue type, for the U. S. 
Navy. This computer has made more than 2,000 
simulated test runs of proposed guided missiles—labo- 
ratory tests in lieu of actual field tests—which resulted 
in savings to the government of over $250 million, to 
say nothing of time. 

Our experts, who are studying the possible appli- 
cations of the electronic computer, tell me than the 
three main units of an insurance company are the 
ordinary, industrial, and actuarial departments. 

The two operating departments, I understand, have 
the responsibility for handling the accounting relative 
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Space Saver 


PACK 


Twice as much 
in the same space 


NOTE THESE 


7A AT Te Contents of each unit fully and clearly identified. 
Mror aml 2. Each unit has special area for order or contract 


number imprint. 


Be A2 doz. pack means less handling 


pus PEATE 4, Red and white S.S. (Space Saver) Pack is easy 
to spot. 


Available for the complete line of TEXCEL Cellophane Tapes on dispensers in 15¢, 25¢ and 39¢ sizes. 


Ask for TEXCEL S. S. (Space Saver) Pack of 24 rolls. 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, N. J. Makers of PERMACEL® and TEXC EL® pressure-sensitive tapes for industry. 
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The complete ACE line gives a better, more reliable Stapler no 
matter what price you want to pay. Ask your dealer about 
stronger ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the ** World's 
Finest’’ for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


Purse ana Pi ton 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO | 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wile.O,fobr 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the ed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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to individual policies, preparation of premium and 
dividend notices, salesmen’s commissions, etc. The 
actuarial department, I am told, summarizes the re. 
sults of the many millions of individual customer 
transactions in order to determine the premium rates 
and dividend rates for management approval. 


Our surveys indicate that the electronic computer 
may bring about an integration of the activities of the 
two operating departments and the actuarial depart. 
ment which hitherto have operated separately. 


In the course of recording the individual trans. 
action with policy holders, the electroni: computer is 
able not only to prepare the extensive summaries 
necessary for the actuarial department, but can also 
prepare the analyses normally conducted in the actu- 
arial department and arrive at premium as well as 
dividend rates based on current mortality experience, 

As a result, the availability of electronic computers 
in the reasonably near future may call for organiza- 
tional revision in insurance companies. 


Electronics—Coleman 
(From page 22) 


even here, the possibility of such a machine gives no 
assurance of its practicality, especially from the point 
of view of cost. 

By the same token, there are a number of business 
operations for which all factors are known in advance, 
and where the volume of work is very large. It is here 
—once we have overcome this input-output problem 
and others of a technological nature—it is here that 
the speed and accuracy of electronic mechanisms could be of 
real value. 

No discussion of business equipment can progress very far 
defore the questions arise: Is it reliable? What will it cost to 
maintain it. 


Up to now, a severe handicap in any electronic machine has 
been its dependence on vacuum tubes. As we all know from 
our radio and television sets, a vacuum tube is not the most 
reliable thing in the world. If we get a few thousand hours out 
of it, we are doing pretty well. And in machines such as these, 
where the number of tubes is relatively small, tube failure is 
not too frequent to become a burden. But in a large computer, 
where there are a great many tubes, breakdowns are occurring 
constantly. It was recently reported, for example, that in one 
computer employing several thousand tubes, there were six 
tube failures every day. 

In the world of science, this defection is not too serious. If 
a computer were down for repairs 90% of the time, it can still 
be eminently worthwhile for the job. For in that short 10% 
of operating time, it might well perform work that would 
require a number of specialists many months to accomplish. 
Where the ultimate savings are many months and many men, 
it makes relatively little difference whether a job takes one 
week or two weeks. The machine would be earning its keep 
even if it took three. 

This does not hold true in the business world. Here, it is 
less a question of one or two all important problems, but rather 
a flow of comparatively minor ones in the solution of which 
the time element is of vital concern. Here, there is a daily 
routine to be performed. Here, tasks have to be done—and done 
on schedule. There has to be a premium on regularity and 
reliability. 

Payday is a good example. Rain or shine, it comes every 
Friday, and has for as long as we can remember. Employees 
depend upon it; to a degree, our whole economy is geared to it. 
If it requires six hours to prepare the payroll, any machinery 
used for the purpose must be guaranteed to perform without 


interruptions for that length of time. Whatever the advantages, 
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humping Good Evce’ A 


the NEW G/W SOUNDGUARD 
Streamliner Desk 


tHuMP!—when tense situations call for em- 
phatic gestures—this fully soundproofed 
SOUNDGUARD desk takes the rap and 
preserves the quiet dignity of your office. 
SIDES, TOP AND DRAWERS are soundproofed 
through and through with G/W’s new 
SOUNDGUARD process. Soundguard elim- 
inates unnecessary noise—makes your new 
Streamliner Desk a more substantial com- 
panion worker—engineered to the varied 
needs of the individual. 

NOISELESS DRAWERS are interchangeable, glide 
on channel suspensions. Height adjustment 
provides comfort, accommodates uneven 
floors. Standard 30” depth gives maximum 
usable work surface—yet saves space. 

FLAT OR MOLDED TOPS available in pedestal or 
leg types; conference styles with overhang- 
ing tops. 

SEE THEM at your Globe-Wernicke dealer, 
listed in classified phone directory. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 
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Cincinnati 12, Ohio 


SOUNDGUARD Exclusive G/W 
Process, used on all Stream- 
liner Desks, eliminates disturb- 
ing, distracting noise through 
the application of an amaz- 
ing new sound-deadening ma- 
terial applied under pressure 
by special serrated nozzles. 


9-OM 
OFFICE MANAGEMENT AND EQUIPMENT 


ON THE “QUIET” About 
New SOUNDGUARD 


Streamliner Desks 


Office work is a tribulation if not an 
impossibility in an atmosphere of 
clattering noise, thumping fists, 
banging books! And why pay for 
fancy “noise-conditioning” where 
resonant, resounding desks are cre- 
ating their own uproar? 


G/W’s new Soundguard 
Streamliner Desks eliminate 
these work-distracting noises— 
provide the quiet necessary for 
efficient business operation. 
Drawers glide silently on chan- 
nel suspensions. Heavy duty 
linoleum tops in smart, modern 
office gray add an attractive, 
spirit-lifting and efficient ap- 
pearance to any office. Lustrous 
satin finish hardware adds to 
the distinctive style of these 
smart Streamliner Desks. 


G/W’s Streamliner Desk line is 
complete. The smart Executive 
Models, ideal for conferences — 
Secretarial Models with either right 
or left hand typewriter pedestals— 
desks with recessed tops for calceu- 
lator and business machine oper- 
ation. All equipped with adjustable 
height and leveling devices. F | 
4 on aa 
To make your office a more 
efficient—more attractive place 
to do business see the new 
Soundguard Streamliner Desks 
today—they are displayed by 
your dependable G/W Dealer— 
listed in the *phone directory 
under ‘‘Office Equipment.”” 


Elmer G. Rahe 
Vice President 
Sales 
Globe-Wernicke 
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Smeacs_ te1-1-vision 


Filing System...is tailor made for 


any Business whether it be 
Large or Small 
‘ INDIVIDy 


DUA 
NAME Fo.pep 


PLASTIC 
TABS 
IN BRILLIANT 


Adding machine figures 
COLORS 


must be verified by original 
instruments from the files. 
We say our system reduces filing time. Let us prove 
this. Write for free sample guides and full dato. 


DEPT. OM 


Smeact mec. co. inc., HASTINGS, MINN. 


MOST FAMOUS ANCIENT GUIDE — 
THE PILLAR OF CLOUD AND 

FIRE THAT LED THE ISRAELITES 
THROUGH THE WILDERNESS... 


FAMOUS TODAY . . . CELLUGRAF 
SIGNALS FOR BUSINESS CONTROL 
SYSTEMS . . . UNFAILING SENTINELS 
TO SPOTLIGHT FACTS AND 
ASSURE ACTION 


—— 
‘— d_ 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


’ 
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they would be of little avail if wages were distributed Saturday 
or Monday, instead of Friday. Under these circumstances, the 
cost of guaranteeing reliability would be prohibitive. 

All this brings up the maintenance problem. When something 
goes wrong with my television set, I invariably do four things, 
First, I monkey around with all the dials. When nothing 
happens, I then administer what I call shock treatment—a series 
of progressively strenuous nudges. Sometimes this works, 
More often, unfortunately, it does not, and I am reduced to 
steps three and four: calling in the expert and paying a sub- 
stantial bill for services rendered. 


If instead of a television set, we consider the consequences of 
a broken down electronic computer, I suspect the average 
business man or office worker would hesitate even to apply the 
“nudge” treatment. At this stage of its development, then, 
when breakdowns occur so often, the maintenance cost of elec- 
tronic equipment is bound to be high. 

At the research and experimentation level, efforts have been 
unsparing to improve this phase of electronic operation. Perhaps 
by replacing tempermental tubes with such items as transisters, 
or by employing new magnetic principles, we can hope for a 
remedy. It should be remembered, however, that a number 
of technical difficulties still lie in the path of these projects, 
that a great deal of work remains to be done. 


As all these technical matters are being worked out, consider- 
able effort must be expended on a rather different matter, 


- Strange as it seems, we may not yet know enough about the 


details of all business to design one all-purpose computer. At 
the present, the procedures common to all business seem far 
too few, and the idiosyncracies, far too many. Perhaps we 
must make a sufficiently thorough study to find, if possible, a 
much larger area of common ground. This might pave the 
way for mass production and the consequent reduction in the 
price of computers to a more accessible level. 


PRICES “EXTREMELY HIGH” 


It is well known, I think, that their initial price is at present 
extremely high. That, of course, is relevant only when it is 
considered with the cost of doing the same work by other 
means. In the great bulk of office operation, the basic need is 
not an increase in the speed of computation, desirable as this 
would be. Our big cost item is still the time and labor re- 
quired to handle the information on which computations are 
based. As long as that cost remains the same, we gain little 
by an investment that speeds up the arithmetic process. When 
the volume of computation becomes too great to be accomplished 
efficiently by other methods—usually it is at this point that the 
expense of an electronic computer may be justified. In the great 
majority of business concerns, this consideration does not now 
apply. At the moment, their clerical work can be more eco- 
nomically handled in other ways. 


I have dwelt at some length on technological problems, and 
their inescapable cost implications. It is not just a question of 
solving the problems. This we can do. It is a question of 
finding solutions that will be economical for the user—and that 
is a very different matter. It awaits, I submit, a continuation 
of the same rate of progress that has provided, in so short a 
time, so many truly remarkable contributions in the field of 
science. 

The question is sometimes asked, What will be the eventual 
effect of electronic developments on the business machines in 
use today? What will be their effect on the millions of men 
and women who now make up the nation’s clerical force? 


Personally, I do not think they will cause revolutionary 
changes in the office. For the foreseeable future, it seems logical 
to expect them gradually to take their place beside our present 
clerical force and the machines they now employ. They should 
first find their niche in some of our larger companies. There, 
they might prove to be the most economical means of accomp- 
lishing an unusually heavy load of clerical work. As electronic 
applications are improved, as we find efficient methods of mass 
production, as we learn more about the possibilities of automatic 
clerical systems, it might be worthwhile to employ these com- 
puters in companies of more moderate size. During the same 
interval, however, many improvements will undoubtedly be 
made in the design and manufacture of present mechanical and 
electro-mechanical devices for the office. This would greatly 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for Acco on your fasteners. 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


7 Ca "a =" 


ACCO FASTENER 


————— 


Another Vanguard Leaders 
HANDSOME, STURDY, ALL-STEEL | 


UTILITY CABINET 


SUITABLE FOR EVERY 
HOME AND OFFICE 


Wins immediate favor for its 
rugged utility and streamlined 
good looks! Made of husky fur- 
niture-gauge steel throughout, 
with permanent baked-on en- 
amel finish in choice of Office 
Gray or Green. Flush-mounted 
door has genuine Yale lock 
with two keys to protect valu- 
ables, importont records, etc., 
in roomy interior. Rounded cor- 
ners ond brass-finish handle 
emphasize modern styling, and 
prevent injury or damage to 
clothing. 


AVAILABLE FOR 


IMMEDIATE DELIVERY — 
ORDER NOW! 


Made by the 
Monufacturers of the 


$3 wist JACKSON sourtvaro 


CHICAGO 4 th 


Stee! Transfer Files 


eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


ANew Lxecutive Duo! : 


4 =f ee 
i ee 


The busy executive finds ideal working facilities 
in this combination of an Executive Desk and 
Executive Credenza. Write us for the name of 
your nearest dealer. 


QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


EXEGHUTIVE 


~FMRGEPMRE, vc 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 


Wo USE 
LOOKING, 
OSCAR ,,.. YOu 


CAN'T SEF my 
PAYCHECK 
ROvuGH THIS 


“OUTLOOK’ 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time and expense of addressing, also chances 
of making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 

tial when wages are paid by check. Nothing shows but the 

employee’s name. This improves personnel relations. 

THE N—-you'll want to use “Outlook” envelopes for other 

purposes. All sizes and styles, with your choice of either 

glassine or cellulose transparency. 

wee WAN 
Write for samples and prices. 


“¢€ 


-. Otiginaters of “Ovtlook* Envelopes. Es 1962 


NN 
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Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


Preferred in 
modern offices 
everywhere 


RS PIONEERS and PACESETTERS FOR A QUARTER CENTURY 


AMRrow FASTENER [0.. [wc. 


ONE JUNIUS STREET, BROOKLYN 12, N.Y 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 


ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 


promptly advise you where it can be located. 


OFFICE MANAGEMENT 
& EQUIPMENT 


The Magazine for Office Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 


OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


| 


For Sale and To Buy, Used Equipment 


| WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 
| Kardex, Acme Postindex. Will pay more than trade-in allowances. Write, 


Wire, im CAnal 6-2054. National Office Equipment Co., 487 Broad. 
| way, N. 


| 


—. 


| KARDEX, ACME, GLOBE WERNICKE, Yawman & Erbe, Rand visi- 

ble cabinets, wood and steel, Addressograph cabinets and trays; ledger 
| trays, steel and insulated. Reconditioned first-class. Special prices to 
| dealers. We also buy this equipment. Universal Office Equipment Co., 
| Inc., 7 Waverly Place, New York 3, N. Y GRamercy 3-3741. 


WANTED—ADDRESSOGRAPHS, MULTILITHS, Varitypers, Mimeo- 
graphs, Postal Meters, Folding Machines, Calculators, Adding Machines, 


etc. We pay top prices. Write immediately. Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


| 
| 
| 


|; ACCOUNTING MACHINE. BURROUGHS Accounting Machine— 
Style No. 720716. Typewriter-Multiplying, has 8 totals (7 registers and 
| one crossfooter). Machine is less than 4 years old and is in A-1 con- 
| dition. It can handle receivables, payables, payrolls, billings, general 
|ledger or any accounting operation. If bought new today would cost 
$4,000. For further details write C. S. Cook, Selby, Battersby & Co, 
| 5220 Whitby Ave., Phila., Pa. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This confi- 

| dential exchange, now in its 19th year of service to high-grade men, spe- 
cializes in individualized personal service, in opening contacts and nego- 
tiating for satisfactory salaried positions. Eugene L. Williams, 2220 W. 
| Genes St., Richmond, Va. 


| 


BUSINESS ADMINISTRATION: For Profs, Advertising, Accounting, 
Megt., Mktg., Retailing, etc. Master-Doctors Degrees. Colleges-Universi- 
ties. Salaries to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original em- 
ployment service (40 years’ recognized standing and reputation). The 
procedure of highest ethical standards, is individualized to your personal 
requirements and develops overtures without initiative on your part. 
Your identity is covered and present position protected. Write for par- 
ticulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo 2, N. Y. 


| BUY AND SAVE 
| 
| 


U.S. SAVINGS BONDS 


| 
| 
| 
\ 
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increase their usefulness to those concerns too small for fully 
automatic systems. 

The assertion is often made that we are living in a new era 
—the Electronic Age. If we add the reservation that we are 
still at the very beginning of it, I believe that the assertion is 
true. In a few short years, we have witnessed developments 
that seem miraculous, that give promise of boons to mankind 
that we cannot now imagine. But it is only sensible to grant 
that, for the present, we have our work cut out for us. We must 
face the fact that years of research, and development, and hard 
work are needed before today’s vision can become, in truth, a 
workable reality. 


Exhibitors Named for 
National Business Show 


A partial listing of firms which will exhibit products at 
the forthcoming 44th annual National Business Show has 
been released by officials in charge of the show. The exposi- 
tion will be held October 20-25 at Grand Central Palace, 
New York. 

An alphabetic list of the exhibitors follows: Addo Ma- 
chine Co., Inc.; Aigner Index Co.; Alden Products Co.; 
American Dictating Machine Co.; American Photocopy 
Equipment Co.; H. C. Anderson Mimeograph Corp.; Apeco; 
Audograph Sales Co.; Bates Mfg. Co.; Bircher Co., 
Inc.; Charles Bruning Co. Inc.; Business Laboratories Inc.; 
Cincinnati Time Recorder Co.; Cincinnati Time Recorder 
Distributors of N. Y.; Ralph C. Coxhead Corp.; Cummins 
Business Machines; Cummins Chicago Corp.; Denominator 
Co. Inc.; Diebold Inc.; Elliot Addressing Machine Co.; 
Executone Inc. 

Facit Inc.; Friden Calculating Machine Co. Inc.; Geyer 
Publications; Globe-Wernicke Co.; Gray Mfg. Co.; Philip 
Hano Co.; Harris Seybold Co.; John D. Hawkins Co.; 
Hush-A-Phone Corp.; Institutions Catalog Directory; In- 
stitutions Magazine; LeFebure Equipment; Lightning Letter 
Opener; Lightning Letter Sealer; Linguaphone Institute; 
Magna-Crest Corp.; Magnetic Recording Industries, Man- 
agement Magazine Inc.; Manhattan Storage & Warehouse 
Co.; Harold Mannheimer Org.; Marchant Calculating Ma- 


chine Co.; Marr Duplicating Co. Inc.; Marsh Stencil Machine 
Co.; Master Addresser Co.; Monroe Calculating Machine 
Co. Inc. 


New York Telephone Co.; Office Management and Equipment; 

Olivetti Corporation of America; Ozalid Division of General 
Aniline & Film Corp.; Payroll Tax Service; Payrollmaster 
Co.; Permoflux Corp.; Pres-To-Line Corp. of America; 
Rand McNally & Co.; Remington Rand Inc.; Rex Rotary 
Distributing Corp.; Rex-O-Graph Inc.; Robotyper Corp.; 
Royal Typewriter Co. 

Safeguard Appliance Corp.; Safeguard Corp.; Sanford 
Electronics Corp.; Savasort Sorting Devices; Simplex Time 
Recorder Co.; Sunroc Co.; Swift Business Machines Corp.’ 
Times Facsimile Corp.; Van Hawk Sales Co.; Wassell 
Org. Inc.; Webcor Products; Weber Addressing Machine 
Co.; Webster-Chicago Corp., and Zenhyr American Corp. 


ACTURERS & DESIGNERS OF 


SINCE 1897 


~ 7 eaar 


On Every Desk 


Precision 
Pencil Sharpeners 
speedily sharpens: 


Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


lh 


_ 


DESK PEN SETS 


e Fountain Pen Desk Sets 
e “DIP-LESS’’ Desk Pen Sets 


Single and Double Styles in Colors to Harmonize 
with any Office... All with 


“THE RIGHT POINT FOR THE WAY YOU WRITE’’ 
ASK YOUR STATIONER FOR A DEMONSTRATION 


"hee Your Guide Tabs 
BROKEN D? cae tnem of ano 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 


Large openings covered by transparent 
te, blue, Green, yellow, 


Pink on 7 

rtable labels in rated strips for typing. 

2 Gizes, 1 in. wide, onde ie ape straigh t or Cons. back. 
S. an 


leading stationers, 0. oreign, or t post- 
d at eg firms on 30 days’ trial. Price list free. 


5 or ). 2 cents each 
102.32: 25 by pn 4 Roebuck & Co. 
CHAS. C. SMITH, Manufacturer, Box 823, EXETER, NEBR. 


SALESMEN 
2 1952 1890 


Different? —Yes—but 
exactly alike in their 


SPECIALISTS IN THE MANUFACTURE of pene Nernst 
/ 4 
*CONTINUOUS ¢PIN FEED BEACH'S ” Aa 
. ° - "COMMON SENSE" ff j i 
TABULATING *SNAP-APART SOMO Sm 
Write for samples and free booklet ‘50 
Ways to Cut Costs and Increase Office to keep track of their 
——™ Efficiency with Carbon-Interleaved Forms” traveling expenses. 
o 
are ALLEN WATTS o0., inc. ach Publishing Co. 
218 WILLIAM STREET, NEW YORK 38, N. Y. 7338 Woodward Ave. 
Plants: New York, Belleville, N. J., Newark, N. J. Detroit 2, Mich. 
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mrillion Frenchy 


ity 
' CANT BE wenn 


Mais non! (But no!) Leave it to the French for smart, 
smooth finesse in making mistakes oblivious that might other- 
wise appear obvious. Leave it to your office workers to do 
the same. Smart folks the world over know that Weldon 
Roberts Erasers correct mistakes in any language—so 
smoothly that they're completely oblivious. That’s why you'll 
appreciate the erasers in this world-famous line. 


2020 MASTER PINK— 
Medium sized, soft 
pink super-quality 
eraser of handy ellip- 
tical shape. Ideal for 
encil work and clean- 
ing; for drawing and 
for general use. 


399 TRI-PLY—The original, superior, 
3-layer eraser for typists. Two outer 
plies of red pencil-rubber for smooth, 
clean erasures on originals and car- 
bon copies; center ply of soft gray 
ink-eraser for a single letter or a 
complete line. 


Be sure to ask your stationer 
for Weldon Roberts Erasers. 


WELDON ROBERTS RUBBER CO. 


6th Ave. & No. 13th St. Newark 7 N. J. 
W orld’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 


ADVERTISER’S INDEX 


A 
Acco Products, Inc............ 75 
Agency—LaPorte & Austin, Inc. 
Ace Fastener Corp............. 72 
Agency—Vanden Co., Inc., The 
Aluminum Seating Corp....... 66 


American Lithofold Corp...... 67 
Agency—Burlingame-Grossman, Adv. 


Arrow Fastener Co., Inc. . a 
Agency—Edward Sigler Adv. 


Art Steel Sales Corp........... 
«_ Agency—Richard & Gunther, Inc. 
a mee Rema 


rs 
Baumgarten, Fred............. 77 
Beach Publishing Co.......... 77 
Bigelow Sanford Carpet Co.... 18 


Agency—Young & Rubicam, Inc. 


Bruning Co., Inc., ame a 
2, 16, 56 
_= Agoncy—Jomes Thomas Chinas Co. 
‘Burroughs. Adding Machine Co. 
Agency—Cam pbell-Ewald Co., 


c 


Cole Steel Equipment Co., Inc. 
, 36, 37, 38 
Agency—Ehrlich & Neuwirth, Inc. 
to i | TR, 2. 
terms, In 
Agmep—-lart Lehman Adv. 


Cramer Posture Chair Co...... 
Agency—Kaufman & LakeSInc. 


E 


Eastman Kodak Co............ 55 
Agency—J. Walter Thompson Co. 


Esterbrook Pen Co., The...... 
Agency—Aitkin- Kynett Co.," The 


Executive Furniture Co........ 75 
Agency—Lowe Runkle Co. 


G 


Gavrin Press, Inc., Arthur J.... 64 
Agency—H. K. Simon Adv. 


General Fireproofing Co., The. 17 
Agency—Griswold-. sel Co. 
Globe-Wernicke Co., The...... 73 


Agency—Kammann-Mahan, Inc. 
Graff Co., George 


B. 4 
Se ickels Co., 


Gray Mfg. Co., The 
6 Agency—French & Preston, Inc. 


Guide System_& Supplv Co.... 72 


H 
Hamilton Mfg. Corp........... 59 
Agency—Caldwell, arkin & Co., Inc. 

I 
Imperial Desk Co.............. 12 


Agency—Keller-Crescent Co. 


Industrial Tape Corp.......... 71 
Agency—Kenyon CE Eckhardt, Inc. 


K 
Kee Lox Mfg. | Se ee tne oe 69 
NL So xno 650546 eka prerdesn 10 


« Agency—Christiansen Adv. Agency 
=. 


L 


Linen Supply Association & 
National Cotton Council... 15 
Agency—Herbert Rogers Co. 
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M 
Macey-Fowler, Inc... <a 
Agency—Givaudan A do., 1 ne. 


Metal Office Furniture Co.. 3 
ae Aves & Associates, 
ne. 


Morris Co., Bert M., The. 2nd Cove 
Agency—W. B. Geissinger & Co., Ing, 


National Business Show Co.... 5 
Age .cy—Lindsay Advertising 


Oo 
Office a> SSvenemets & Equip- 
Rr Owteetevewasscees 14, 6 


Outlook Envelope Co.......... 1 
dguup—aele ce. Barneit, Ad», 


sy eet a ae aa lene 8 
Agency—L. E . McGivena & Co., Ine. 


Plymouth Rubber Co., Inc..... @ 
Agency—Hirshon-Garfield, I ne. 


Pronto File Corp. 35, 36, 37, 3% 
Agency—Ehrlich & Neuwirth, Inc. 4 


Remington Rand, Inc...... B 
Agency—Leeford "Ado. Agency, ‘Ine. 


Roberts Numbering — 


Roberts Rubber Co., Weldon.... 78 
Agency—LaPorte & Austin, Inc. 


Rockwell-Barnes Co........... 57 
Agency—George H. Hartman Co. 


Royal Metal Mfg. Co. 
Agency—Kutiner & K uttner, Inc. 


s 
Songien Self-Closing Ink- 


Agency—Hoffman & York, Inc. 


Sheppard Envelope Co......... 16 
Agency—Howard Wesson Co. 


Smead Mfg. Co., Inc., The.... 14 
Agency—Greene Engraving Co. 


Seti, Gee Goo isc vce cesses 7 
Agency—Buchanan-Thomas Adz. Co. 


Sturgis Posture Chair Co...... 6 
Agency—Blaco Adv, Agency 


Tiffany Stand Co.............. 16 
Agency—Padco Advertising Co. 


I 6.02 caceeienenedes 
Agency—Buchen Co., The 


Underwood Corp......... 4th Cover 
Agency—Marschalk & Pratt Co. 


Vv 
— Engineering & Mfg. 


Van 


Virginia Metal Products Corp... 70 
Agency—Cayton, Inc. 


VesoPan Caaps. «2. cccsceccsce 
Agency—Richard & Gunther, Inc. 


w 


Watts Co., Inc., Alfred Allen... 77 
Agency—Myron Jonas Co. 


, 


Yawman & Erbe Mfg. Co. 3rd Cover 
Agency—Charles L. Rumrill & Cow 
Inc. 
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to systematic ie 
Time: 443 seconds 


saves space. 


WHAT SORT-O-MAT DOES 


Sorts correspondence, HOW Sort-0 -Mat TAKES YOU 


freight bills, invoices, 
rer peggy ne OUT FROM UNDER... 
papers to proper de- 


partment for high-speed AND PUTS YOUR OFFICE UP ON TOP! 


efficiency, top-notch ac- 
curacy ... Saves time, 


If anyone in your office sorts correspondence, in- 
voices, papers of any kind—Sort-O-Mat speeds 


sorting time by 75%! Fast, accurate, Sort-O-Mat 


let you SEE how 


Call him now! 


work, builds performance. 


is the 2-letter sorting system that helps your office 


HOW YOU CAN TEST SORT-O-MAT make a better showing up and down the line. 
ON YOUR OWN PAPER WORK YOUR BOSS sees a saving in time and money. 
"Fs The “¥ end &” saeeeete Low-cost green help can do high-speed sorting. 
ve tive in your city will be New accuracy takes advantage of invoice dis- 

glad to demonstrate a Sort- r » 
Odie fa gout Mee ent counts ... builds customer respect for your firm. 


it cuts DEALERS AND CUSTOMERS see better service 
in filling orders . . . new efficiency in billing and 
shipping. Sort-O-Mat cuts confusion in a way that 
puts your office up on top. 


IN THE NATION'S 
LEADING OFFICES 
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. Note the 
UNDERWOODS 


wherever you go! 


O00, OOO of them! 


No wonder Underwood is the typewriter leader of the world 


That represents a lot of typewriters for business... 
perhaps more than you’d think possible from one 
manufacturer. 


Have YOU seen the new Underwood Typewriter 
with that smooth, s-m-o-o-t-h touch and Underwood’s 
exclusive See-Set Margins. 


Ask your local Underwood representative to give 
you a demonstration. There is no obligation on 
your part. 


Underwood tytn Touch, De Liaxe 


Then you'll see, too... and quickly ... why over 
seven million Underwoods have been purchased to 
speed so much of the world’s typing. 


e 
Underwood Corporation 
Typewriters +» Adding Machines + Accounting Machines 
Carbon Paper + Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 
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